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1.  INTRODUCTION 

The  PRECIS.pc  Specimen  Database  is  a PC  version  of  the  Specimen  component  of  PRECIS  (National 
Herbarium,  Pretoria  (PRE),  Computerised  Information  System),  which  is  used  to  store  information  from 
herbarium  specimen  labels,  thereby  maintaining  a comprehensive  electronic  record  of  the  collection/s  in 
an  herbarium.  This  information  is  then  accessible  for  manipulation  in  a variety  of  ways,  such  as  the 
generation  of  labels  for  new  specimens  being  accessioned  into  the  herbarium. 

The  Specimen  database  consists  of  a discrete  front-end  database,  Spmndb.mdb  which  attaches  to  two  data 
databases,  namely  Spmndata.mdb  and  Taxadata.mdb.  These  databases  house  the  specimen  records  and 
the  plant  names  respectively.  Two  levels  of  data  capture  are  accommodated.  Information  is  either 
recorded  as  completely  as  possible,  or  if  time  constraints  are  imposed,  a quick  (reduced)  specimen  entry 
facility  is  available.  Separate  data  entry  routines  exist  for  Existing  and  New  Specimens  depending  on 
whether  labels  are  required  or  not.  Data  is  entered  via  various  forms  and  subforms,  with  a range  of  entry 
fields.  54  database  tables  are  included,  comprising  20  primary  tables,  seven  systems  tables  and  27  lookup 
(data  dictionary)  tables.  If  necessary,  the  standard  list  of  lookup  table  entries  can  be  expanded  by  users. 

Output  is  currently  limited  to  listings  (to  screen  or  disk)  of  grid  references  for  taxa,  from  which  computer- 
generated distribution  maps  can  be  produced  using  the  National  Botanical  Institite’s  (NBI)  MAPPIT  GIS 
program.  Detailed  user-specified  reports  at  the  family,  genus  and  taxon  levels  or  for  single  collectors  can 
also  be  generated.  Output  constitutes  all  the  information  entered  for  each  specimen.  Draft  or  final 
specimen  labels  for  mounting  on  specimen  sheets  may  also  be  printed. 

The  database  can  operate  as  a standalone  system  or  allows  for  multi-user  access  via  a network.  If  more 
than  one  standalone  computer  is  used  to  capture  information,  this  data  can  be  moved  from  the  secondary 
computer/s  to  the  main  computer  using  the  Import/Export  option.  An  added  feature  of  the  Specimen 
Database  system  is  that  specimen  records  entered  by  an  herbarium  can  be  made  available  to  other 
herbaria  using  the  same  system. 


2.  TYPESCRIPT  CONVENTIONS  ADOPTED  IN  THE  MANUAL 

Field  headings  are  in  bold  upper  and  lowercase  typescript  (e.g.  Genus),  and  other  headings  are  underlined 
and  in  upper  and  lowercase  (e.g.  Computer  Accession  String).  Main  sections  are  in  bold  and  uppercase 
(e  g SYSTEM  OVERVIEW)  Names  of  forms  and  subforms  are  italicised  (e.g.  Quick  Entry  form. 
Collectors  subform). 


3.  COMPUTER  REQUIREMENTS 

• CPU:  Pentium  133  MHz  (minimum  requirement) 

• RAM:  16  Mb 

• Mouse:  IBM  compatible 

• Tape  drive:  HP/Colorado  400/800,  TR1 

• Windows:  Version  3. 1,  3. 1 1 or  95 

• Microsoft  Access:  Version  2.2 

• UPS  (Uninterruptable  Power  Supply):  recommended 
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4.  INSTALLING  THE  SPECIMEN  DATABASE 

4.1.  Installation  procedure 

1.  Insert  the  Specimen  Database  diskette  into  the  A:  or  B:  drive. 

2.  Make  the  current  drive  the  drive  with  the  Specimen  Database  diskette. 

3.  Execute  command:  INSTALLD  [Database  name]  [source  drive]  [target  drive] 

for  example  INSTALLD  SPMNDB  A:  C: 


Note:  1.  If  the  directories  required  to  house  the  database  files  do  not  exist,  these  will  be  created  under  the 
root  directory  of  the  target  drive. 

2.  If  the  directories  required  to  house  the  database  files  do  exist,  then  all  files  with  the  same  names  as 
those  being  installed  will  be  overwritten. 


Path  structure  created  when  installing  the  Specimen  Database: 


C:\ 


SPMNDB 

LABELS 

SAVE 

SPMNDATA 


4.2.  Creating  a Windows  3.1  or  3.11  group 

Select  the  File  option  on  the  Windows  Program  Manager  screen,  and  choose  New.  Click  on  Program 
Group  in  the  New  Program  Object  dialogue  box  (Fig.  1),  and  select  ‘OK". 


Fig.  1.  New  Program  Object  dialogue  box. 

This  activates  the  Program  Group  Properties  dialogue  box  (Fig.  2) 


Fig.  2.  Program  Group  Properties  dialogue  box. 
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Description 

Type  in  the  label  to  be  displayed  below  the  group  icon  in  the  description  field,  e.g.  Specimen  Database. 
The  discussion  which  follows  assumes  that  this  name  has  been  given  to  the  new  group. 

Group  File 

Leave  this  field  blank  when  creating  a new  group. 

Select  ‘OK’  to  proceed.  The  empty  group  box  appears,  with  the  new  name  (Specimen  Database)  as  the 
label  (Fig.  3).  Items  can  now  be  added  to  the  new  group. 


Fig.  3.  Newly-created  Specimen  Database  group. 

4.3.  Creating  a new  program  item 

Ensure  that  the  Specimen  Database  group  created  in  Step  2 is  open  and  active.  Select  the  File  option  in 
the  Windows  Program  Manager  screen.  Click  on  Program  Item  in  the  New  Program  Object  dialogue  box 
(Fig.  1).  This  activates  the  Program  Item  Properties  dialogue  box  (Fig  4). 
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Description: 
Command  Line: 
Working  Directory: 
Shortcut  Key: 


Program  Item  Properties 


Specimen  Database 

c:\spmndb\spmndb.mdb 

c:\spmndb 

None 


I I Run  Minimized 


OK 


Cancel 


Browse... 


Change  jeon. ..  | 


Help 


] 


Fig.  4.  Program  Item  Properties  dialogue  box,  showing  required  entries. 


Description 

Type  in  a description  of  the  new  item,  (e.g.  Spmndb  or  Specimen  Database),  which  will  appear  below  the 
program  item  icon  in  the  Specimen  Database  group  box. 


Command  Line 

Enter  the  path:  C:\SPMNDB\SPMNDB.MDB 


Working  Directory 

The  directory  where  the  ‘front  end’  Specimen  Database  files  reside.  Type  in  C:\SPMNDB. 

Shortcut  Key 

A combination  of  keys  which,  when  depressed,  activate  the  application.  Optional.  Select  Ctrl  + Alt  + S 
keys  if  required.  Click  on  the  [ Help  ] button  for  further  information. 

Run  Minimized 

Reduces  the  application  to  an  icon  when  it  starts.  Optional.  Click  on  the  [ Help  ] button  for  further 
information. 


Change  icon...  j 

An  icon  file  is  provided  with  the  Specimen  Database  files.  Click  on  this  button  to  access  the  Change  Icon 
dialogue  box  (Fig.  5). 


Change  Icon 


File  Name: 
Current  Icon: 


C:\SPMNDB\SPMNDB.ICO 


OK 

Cancel 

Browse...  j 

Help  | 

Fig.  5.  Change  Icon  dialogue  box. 
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File  Name 

Type  in  the  the  path  C:\SPMNDB\SPMNDB.ICO 


Current  Icon 

The  Specimen  Database  icon 
above  (Fig  5). 


will  be  displayed  in  this  field  once  the  correct  path  has  been  typed  in 


Click  ‘OK’  to  select  this  icon,  and  to  return  to  the  completed  Program  Item  Properties  dialogue  box  (Fig. 
4). 


Select  ‘OK’  to  close  the  Program  Item  Properties  dialogue  box.  The  Specimen  Database  program  item 
icon  will  appear  in  the  Specimen  Database  group  box  (Fig.  6) 


Program  Manager 


File  Options  Window  Help 


HP  DeskJet  Applications  MouseMate 
Utilities 


SABGNET 


AW& 

A V © 

AV® 

>1  <£  © 

\A  £ © | 

a 4 a 

Accessories  Network 

Main 

Colorado 

StartUp 

Microsoft 

Backup 

bames  Office 

Fig.  6.  Specimen  Database  program  item  in  the  Specimen  Database  group  box. 


Note:  It  is  recommended  that  items  from  other  groups  that  would  frequently  be  used  in  conjunction  with 
the  Specimen  Database  be  copied  (not  moved)  into  the  Specimen  Database  group  box,  e.g.  Word  6,  File 
Manager,  Backup  item,  Mappit  etc.  


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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5.  STARTING  THE  SPECIMEN  DATABASE 


Click  on  the  icon  to  start  the  Specimen  Database. 

When  the  newly  installed  Specimen  Database  is  opened  for  the  first  time,  three  entry  prompts  appear  (Figs.  7, 
8,  and  9).  These  prompts  request  information  about  the  herbarium  name,  international  code,  and  the  highest 
accession  number  currently  in  use.  The  Standard  Kew  Herbarium  Code  prompt  (Fig.  7)  is  displayed  first. 


Fig.  7.  Standard  Kew  Herbarium  Code 
prompt,  accessed  when  the  Specimen 
Database  is  opened  for  the  first  time. 


Fig.  8.  Highest  Accession  Number 
prompt,  accessed  when  the  Specimen 
Database  is  opened  for  the  first  time. 


Enter  the  local  herbarium  code,  as  listed  in  Index  Herbariorum  . If  the  local  herbarium  is  not  listed,  then  enter  a 
6 letter  code,  followed  by  a sign.  The  sign  indicates  a non-international  code.  The  herbarium  code  serves 
as  the  default  code  for  the  Computer  Accession  String  (CAS)  herbarium  component.  (See  Section  9.  Existing 
Specimens,  pg.  35,  for  further  details).  Select  ‘OK'  to  display  the  next  prompt  (Fig.  8). 


Enter  the  highest  accession  number  currently  in  use  in  the  herbarium.  Each  time  a specimen  record  is 
added  to  the  database,  it  is  allocated  the  next  available  CAS  by  incrementing  the  highest  accession 
number  component  by  one.  Select  ‘OK’  to  store  the  entered  value  and  display  the  Herbarium  Label 
Header  prompt  (Fig.  9). 


Fig.  9.  Herbarium  Label  Header  prompt,  accessed  when  the  Specimen  Database  is  opened  for  the  first 

time. 


Holmgren,  P.K.  et.  al.  (1990) 
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Enter  the  text  string  (full  herbarium  name  and  code),  e.g.  NATIONAL  HERBARIUM  (PRE)  that  should 
appear  as  the  label  header  on  the  printed  specimen  labels.  Select  ‘OK’  to  proceed. 


Note:  Should  a mistake  have  been  made  when  entering  any  of  the  above  three  parameters,  the  Update 
Local  Definitions  option,  selected  from  the  Updates  menu,  can  be  used  to  modify  the  entered  values.  See 
Section  16.  Updates,  pg.  105,  for  additional  information.  To  implement  the  changes,  exit  fully  and  then 
re-enter  the  database. 


The  Specimen  Database  menu  (Fig.  11,  pg-  8)  should  then  appear.  Alternatively,  the  Forms  menu  may  be 
accessed  (Fig.  10).  The  HerbMenuF  option  should  be  highlighted.  Either  click  on  the  ‘Open’  button  on 
the  toolbar,  or  double  click  on  the  highlighted  HerbMenuF  option  to  access  the  Specimen  Database  menu 
(Fig  11,  pg.  8). 


Fig.  10.  Specimen  Database  Forms  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 


6.  SYSTEM  OVERVIEW 

The  Specimen  Database  menu  is  presented  in  Fig.  11. 


Database  version 

The  date  and  time  string  displayed  at  the  bottom  left  comer  of  the  Specimen  Database  menu  screen 
indicates  the  version  of  the  database.  Each  time  the  database  is  modified,  these  values  are  updated  to 
record  the  date  and  time  when  the  changes  were  made. 


Fig.  11.  Specimen  Database  menu. 


New  Specimens 

The  term  ‘new  specimens'  refers  to  unmounted  specimens  requiring  labels.  This  button  accesses  the  Batch 
Header  and  New  Specimens  data  entry  forms,  used  to  capture  information  for  batches  of  new  specimens. 
The  information  is  usually  extracted  from  collector’s  hand- written  field  labels.  Batches  of  specimens  or 
individual  specimens  may  be  transferred  to  the  main  (existing)  specimen  table.  Once  draft  or  final  specimen 
labels  are  printed,  the  specimen  records  can  be  deleted.  (See  8.  New  Specimens,  pg.  11). 


Existing  Specimens 

The  term  ‘existing  specimens’  refers  to  mounted  specimens  which  have  been  accessioned  (filed)  in  an 
herbarium.  This  button  accesses  the  Existing  Specimens  data  entry  form  used  to  capture  information  for 
individual  specimens.  The  information  is  usually  extracted  from  specimen  labels  affixed  to  herbarium 
sheets.  (See  9.  Existing  Specimens,  pg.  34) 
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Quick  Entry 

This  is  a reduced  version  of  the  Existing  Specimens  data  entry  form,  for  capturing  only  the  most  critical 
elements  of  information  for  an  herbarium  specimen.  It  is  intended  for  use  when  time  and  manpower  are 
factors  limiting  the  capture  of  complete  specimen  details.  This  option  should  only  be  used  for  existing, 
and  not  new  specimens.  The  reason  for  this  is  that  the  omitted  information  for  existing  specimens  can 
always  be  added  at  a later  stage,  whereas  the  temporary,  loose  labels  of  new  specimens  can  easily  be 
mislay ed  or  lost.  This  does  not  apply  if  the  original  labels  are  to  be  affixed  to  the  specimen.  (See  10. 
Quick  Entry,  pg.  53) 


Reports 

Accesses  the  Reports  menu.  Current  report  options  include  routines  to  print  all  available  information  for 
selected  specimens  (e.g.  by  family,  genus  or  collector),  to  list  specimens  without  grid  references,  and  to 
generate  point  files  for  use  by  Mappit ",  a geographical  mapping  system.  (See  1 1 . Reports,  pg.  62) 


Export  / Import 

Used  to  export  and  import  batches  of  new  specimens  between  computers  not  linked  by  a network.  This 
allows  information  for  existing  specimens  to  be  captured  on  a second  separate  computer  and  moved 
(exported  and  then  imported)  via  diskette  to  the  main  computer.  The  information  can  then  be  incorporated 
into  the  main  (existing)  Specimen  table,  where  CAS  values  are  assigned.  (See  12.  Export/Import,  pg.  71) 


Gazetteer 

Currently  not  implemented.  (See  13.  Gazetteer,  pg.  73) 


Look  Up  Tables 

Accesses  the  Look-Up  Tables  menu,  from  which  the  lists  contained  in  these  tables  can  be  updated  with 
additional  options.  Look-Up  tables  house  standardised  options  which  are  accessed  from  the  various 
database  forms  and  subforms,  e.g.  Existing  and  New  Specimens,  Collectors,  Habitats  etc.  The  Look-Up 
Tables  menu  can  also  be  accessed  directly  from  within  the  New  Specimens,  Existing  Specimens  and  Quick 
Entry  forms.  (See  14.  Look-Up  tables,  pg.  74) 


Print  Labels 

Accesses  the  Print  Labels  menu,  which  includes  routines  to  print  labels  for  new  or  existing  specimens. 
(See  15.  Print  Labels,  pg.  99) 


Updates 

Accesses  the  Update  menu,  which  contains  various  routines  for  updating,  modifying  and  importing  data, 
e.g.  update  local  definitions,  modify  CAS  values  and  import  collector  and  other  data  sets.  (See  16- 
Updates,  pg.  105) 

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 


: Arnold  and  Oliver  ( 1 996) 
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7.  GLOBAL  BUTTON  FUNCTIONS 


7.1.  Help 


r 


Buttons 

NBI  Logo  Button 

A Help  Button  on  the  New  Specimens  Batch  Header , New  Specimens , and  Existing  Specimens 
forms 


Country  Button 

A Help  Button  on  the  Specimen  Locality  Keywords  subform 


New  Country  Button 

A Help  Button  on  the  Locality  Keywords  subform 


1,2.  Record  Operation  Buttons 


Save  Button 

Saves  any  newly  entered  data  in  the  gurrent  record 

New  Button 

Moves  to  a new  record  to  allow  entry  of  additional  data 

Delete  Button 

Deletes  any  saved  information  stored  in  a record 

Undo  Button 

Clears  any  unsaved  information  from  a record 


7.3.  Form  Operation  Buttons 


Exit  Button 

Closes  the  current  form  or  subform 


Down  Arrow  Button 

Moves  to  the  next  page  of  the  form 

Up  Arrow  Button 

Moves  to  the  previous  page  of  the  form 


1.4.  Other  Operation  Buttons 


Look-Ups  Button 

Accesses  the  Look-Ups  Table  menu 


Gazeteer  Button 

Not  yet  implemented 


Export/Import  Button 

Not  yet  implemented 

Reports  Button 

Accesses  the  Reports  menu 
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x New  Specimens 

Accesses  the  New  Specimens  Batch  Header  form  (Fig.  12).  A new  batch  record  is  created,  or  an  existing 
record  accessed,  to  which  specimens  are  added.  Once  all  specimen  records  have  been  added  and  checked 
these  are  transferred  to  the  main  Specimens  table,  where  CAS  (Computer  Accession  String)  values  are 
automatically  allocated.  Final  labels  can  then  be  printed,  and  the  specimen  records  deleted.  Only  after  all 
the  specimen  records  have  been  deleted  can  the  batch  header  be  deleted. 


Fig.  12.  New  Specimens  Batch  Header  form,  accessed  from  the  Specimen  Database  menu. 

NEW  SPECIMENS  BATCH  HEADER  FORM 


Accesses  a Help  Screen  describing  the  button  functions  on  the  New  Specimens  Batch  Header  form  (See 
Appendix  2,  Getting  Help,  pg.  115). 

Batch  number 


To  access  an  existing  batch  header,  see  Appendix  1,  Record  Search  Procedures,  pg.  1 12.  To  create  a new 


batch,  click  on  the 
batch. 


button.  A new  batch  number  is  automatically  assigned  to  each  additional 
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Specimens  in  batch 

An  automatic  counter  indicating  the  number  of  specimens  in  the  batch. 

Date 

The  current  date  is  automatically  inserted  when  a new  batch  is  created. 

Typist  ID 

Enter  the  name  or  initials  of  the  person  creating  the  batch  record  and  capturing  the  specimen  data. 

Description 

Enter  a general  description  of  the  specimen  collection,  e.g.  collector,  locality/area,  date  of  collection. 


Add  Specimens 

Accesses  the  3-page  New  Specimens  data  entry  form  (see  8.1  below,  pg.  13),  used  to  capture  specimen 
information  for  specimens  within  selected  batches. 


Transfer  Batch 

Accesses  the  data  transfer  (copy)  routine  (see  8.2  below,  pg.  32),  used  to  copy  specimen  information  for 
an  entire  batch  to  the  mam  (existing)  Specimens  table. 


Transfer  Indiv.  Spmns 

Accesses  the  data  transfer  (copy)  routine  (see  8.3  below,  pg.  32),  used  to  copy  information  for  individual 
specimens  in  a batch  to  the  main  (existing)  Specimens  table. 


Print  Labels 


Accesses  the  Print  labels  routine  (see  8.4  below,  pg.  32),  used  to  print  draft  or  final  specimen  labels. 


Delete  Specimens 

Accesses  the  Delete  specimens  routine  (see  8.5  below,  pg.  33),  used  to  delete  all  specimen  records  from 
specified  batches  in  the  NewSpmns  (New  Specimens)  table. 
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Add  Specimens 

Accesses  the  New  Specimens  data  entry  form,  for  addition  of  specimens  to  the  batch  (Figs.  13,  15  and  18). 


Fig.  13.  New  Specimens  data  entry  form,  page  1,  accessed  from  the  New  Specimens  Batch  Header  form. 

NEW  SPECIMENS  DATA  ENTRY  FORM 


Page  numbers  are  found  at  the  top  right  of  each  screen.  For  an  explanation  of  the  function  buttons  at  the 


bottom  of  each  screen,  click  on  the 


button,  or  refer  to  7.  Global  Button  Functions,  pg.  10. 


PAGE  1 (Fig.  13) 


Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the  New  Specimens 
data  entry  form  (See  Appendix  2,  Getting  Help,  pg.  115). 
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Temporary  Accession  String  (TAS) 

A unique  4-part  string  assigned  to  each  specimen  in  a batch.  It  comprises  the  batch  and  item  numbers, 
extension,  and  sheet  number. 


Batch  number 

This  number  is  automatically  carried  over  from  the  New  Specimens  Batch  Header  form. 

Item  number 

Each  specimen  in  the  batch  is  automatically  allocated  a unique  item  number.  Click  on  the 
to  clear  the  screen  for  entry  of  a new  record  and  to  allocate  the  next  item  number. 


button 


Extension  (Ext) 

Used  when  multiple  collections  are  mounted  on  a single  herbarium  sheet.  These  are  different  collections 
by  a single  or  various  collector(s).  Enter  ‘A'  for  the  first  collection,  ‘B’  for  the  second,  and  so  on.  If  the 
letter  is  entered  in  lower  case,  it  will  automatically  be  converted  to  upper  case. 

Sheet 

Indicates  the  sheet  number  when  the  collection  has  been  mounted  on  several  sheets. 


Copy  to  next  sheet 

Copies  information  from  the  current  record  to  a new  record  for  the  next  sheet.  If  the  original  sheet  number 
is  0,  this  is  incremented  to  1 and  the  new  sheet  is  given  a sheet  number  of  2.  After  clicking  on  this  button, 
the  confirm  copy  prompt,  ‘Do  you  wish  to  copy  this  record’s  details  to  Sheet  no.  2/3/4  ?’  appears.  Select 
‘Yes’  to  copy  the  sheet,  or  ‘No’  to  cancel. 


Note:  The  Copy  to  next  sheet  button  should  only  be  used  once  all  the  information  for  the  current  sheet 
has  been  entered  and  saved.  If  subsequent  sheets  are  required,  these  should  be  copied  from  the  sheet  with 
the  highest  sheet  number,  ie.  sheet  2 copied  from  sheet  1 (or  0),  sheet  3 copied  from  sheet  2 etc. 


❖ 

— 

Clears  the  screen  for  entry  of  a new  record  and  automatically  allocates  the  next  item  number. 


Donated  by 

Details  of  the  herbarium  from  which  the  specimen  was  donated. 

Herbarium 

Enter  the  herbarium  code  of  the  donating  herbarium,  as  listed  in  Index  Herbariorum.  If  the  code  is  not 
known,  see  ‘Search  for  Herbarium’  below. 


Note:  Wherever  possible,  the  original  or  primary  donor  of  the  specimen  should  be  recorded,  and  not 
subsequent  donor(s). 
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Search  for  Herbarium 


Used  to  find  an  herbarium  code.  The  search  prompt  ‘Enter  search  string’  appears.  Enter  the  first  3-4 
letters  of  the  herbarium  name  (or  any  other  search  string,  eg.  the  town  or  country  name)  and  select  ‘OK’. 
A list  of  herbaria  containing  the  entered  string  appears.  Click  on  the  line  containing  the  relevant 
herbarium  entry.  The  herbarium  code  is  inserted  into  the  Herbarium  Selection  field,  and  is  also  stored  in 


memory.  Click  on  the 


Herbarium  field  to  insert  the  code. 


button  to  close  the  subform.  Then  double  click  in  the  Donated  by: 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
Herbaria  table.  See  Section  14.10  (pg.  85)  for  this  procedure. 


Accession  number 

If  available,  enter  the  herbarium  accession  number  of  the  donated  specimen.  If  the  herbarium  has  been 
computerised,  the  computer  accession  number  should  take  precedence  over  other  numbers. 

Duplicate  of  Computer  Accession  String 

Used  to  duplicate  information  from  a donated  specimen  whose  duplicate  has  already  been  entered  into  the 
Specimen  Database  system  by  the  donating  herbarium,  e.g.  if  Natal  Herbarium  (NH)  receives  a specimen 
donated  by  PRE,  there  is  no  need  for  the  data  capturer  to  re-enter  information  for  this  specimen. 
Information  can  be  duplicated  from  the  PRE  specimen  record  with  the  corresponding  CAS,  provided  that 
NH  has  access  to  the  records  entered  by  PRE. 

If  the  CAS  is  known  and  the  local  herbarium  has  access  to  the  donating  herbarium’s  records,  enter  the 
Copy  to  duplicate  record  | button  to  access  the  confirmation  copy  prompt. 


CAS  and  click  on  the 


If  the  CAS  of  the  duplicate  is  not  known,  or  to  check  whether  the  specimen  has  been  entered  into  the 
system,  click  on  the  Find  coll/no  to  duplicate  button.  Enter  the  collector’s  name  at  the  prompt. 


followed  by  the  collector’s  number.  This  accesses  all  specimen  records  in  the  Specimens  table  with  the 
entered  collector’s  name  and  number.  If  several  records  are  located  (e.g.  entering  White  123  may  locate 
White,  K.  and  White,  S.  with  collector's  number  123)  use  the  record  search  buttons  at  the  bottom  of  the 
screen  to  find  the  required  collector.  See  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional 
information. 


button  to  return  to 


Click  on  the  button  to  remember  the  CAS  value,  and  then  click  on  the 

the  New  Specimens  data  entry  form.  Double  click  in  the  Duplicate  of  CAS:  number  field  to  insert  the  CAS 
number,  and  then  click  on  the  | Copy  to  duplicate  record  j button  to  access  the  confirmation  copy  prompt. 
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Note:  1.  Before  duplicating  a record,  ensure  that  a new  record  has  been  created  by  clicking  on  the 

HI  button. 

2.  The  copy  to  duplicate  record  option  can  also  be  used  when  duplicates  are  encountered  in  a new 
batch  of  specimens.  Enter  the  first  specimen,  transfer  it  to  the  Specimens  table  (See  8.3.  Transfer 
Individual  Specimens,  pg.  32),  and  then  enter  the  newly-assigned  CAS  of  this  specimen  to  create 
a duplicate  record  in  the  batch. 


Material 

Used  to  indicate  the  type  of  material  being  encoded.  The  default  value  is  ‘Herbarium  specimen’.  Click  on 
the  down  arrow  to  the  right  of  the  mateial  field  to  display  a list  of  options.  Click  on  the  required  option  to 
insert  it  into  the  Material  field. 


Note:  If  the  required  material  type  is  not  listed,  a new  material  type  record  will  have  to  be  added  to  the 
Materials  table.  See  Section  14,12  (pg.  87)  for  this  procedure. 


Family 

A display  field  only,  automatically  indicating  the  family  name  once  the  genus  has  been  entered. 


Note:  To  add  a new  family  to  the  Families  table,  see  Section  14.5  (pg.  79)  for  this  procedure. 


Genus 

To  enter  the  genus  name,  either  click  in  the  genus  field  or  on  the  associated  down  arrow.  A search  prompt 
appears.  Enter  the  first  3-4  letters  of  the  genus  name,  and  select  ‘Yes'.  A list  of  all  genera  starting  with 
the  entered  search  string  appears.  If  the  genus  name  is  not  immediately  visible,  use  the  scroll  bar  to  search 
for  the  name.  Click  on  the  required  name  to  insert  it  in  the  genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  Genera  table. 
See  Section  14.7  (pg.  81)  for  this  procedure. 


Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  to  the  right  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary,  use  the  scroll  bar 
to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  species  field.  If  the  selected 
name  is  a synonym  (indicated  by  a ‘=  =‘  at  the  end  of  the  name),  a dialogue  box  will  appear,  offering  a 
choice  between  the  current  name  and  the  synonym.  Select  ‘YES’  for  the  current  name,  and  ‘NO’  for  the 
synonym/name  originally  selected. 


Note:  1.  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  Taxa  table.  See 
Section  14.17  (pg.  93)  for  this  procedure. 

2.  If  the  specimen  has  only  been  identified  to  the  species  level,  do  not  add  that  species  name  as  a new 
record  in  the  Taxa  table.  See  Note  under  ID  level  below  for  the  correct  procedure. 
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ID  level 

Used  to  indicate  the  level  of  accuracy  of  the  taxon  name  identification.  Click  on  the  arrow  to  the  right  of 
the  ID  level  field  to  display  the  following  list  of  options  : 

• aff.  (affinis)  - closely  related  to  the  selected  taxon,  but  does  not  match  it  exactly. 

• cf.  (confer)  - compare  with  the  selected  taxon,  to  which  it  is  similar  but  does  not  match  exactly.  This 
option  indicates  a lesser  degree  of  similarity  than  aff. 

• indet.  (inderterminavit)  - the  taxon  could  not  be  identified. 

• to  species  level  only  - the  taxon  could  not  be  identified  to  the  infraspecific  level.  This  will  result  in  only 
the  specific  epithet  being  displayed  in  the  Species  field.  See  note  below. 

Click  on  the  required  option  to  insert  it  into  the  ID  level  field. 


Note:  When  identifying  a specimen  to  the  species  level  only,  select  any  of  the  available  infraspecific 
taxa.  Selecting  the  ID  level  ‘to  species  level  only’  removes  the  infraspecific  component  of  the  name, 
leaving  only  the  species  and  author(s)  names. 


Type  status 

Used  to  record  the  type  status  of  the  specimen.  Click  on  the  down  arrow  to  the  right  of  the  Type  status 
field  to  display  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Type  status  field.  If  the 
precise  type  status,  e.g.  Holotype,  Isotype  etc.  is  not  known,  then  the  generic  value  ‘Type’  should  be 
selected. 


Note:  If  the  required  type  status  is  not  listed,  a new  type  status  record  will  have  to  be  added  to  the 
TypeStatus  table.  See  Section  14.18  (pg.  95)  for  this  procedure. 


Temporary  name 

Used  to  record  the  personalised  taxon  name  or  description  assigned  to  the  plant  by  the  collector. 

Determinavit  (Det) 

Used  to  record  the  name  of  the  person  who  identified  the  plant. 

Month  (MM)  Year  (YYYY) 

The  month  and  year  in  which  the  determination  was  made. 


Collectors: 

Accesses  the  Specimen  Collectors  subform,  used  to  record  the  collector’s  name(s).  (Fig.  14) 

SPECIMEN  COLLECTORS  SUBFORM 
Temporary  Accession  String  (TAS) 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Collector 

Click  on  the  Collector  field  or  the  associated  down  arrow.  A search  prompt  appears.  Enter  the  first  3-4 
letters  of  the  collector’s  name,  and  select  ‘OK’.  A list  of  surnames  starting  with  the  entered  search  string 
appears.  If  the  collector’s  name  is  not  immediately  visible,  use  the  scroll  bar  to  find  the  required  surname 
and  initials.  Click  on  the  name  to  insert  it  into  the  Collector  field. 


Fig.  14.  Specimen  Collectors  subform,  accessed  from  page  1 of  the  New  Specimens  data  entry  form. 


Note:  If  a collector's  name  is  not  listed,  a new  record  will  have  to  be  added  to  the  Collectors  table.  See 
Section  14.3  (pg.  77)  for  this  procedure. 


Order 

Indicates  the  order  to  be  followed  when  printing  the  names  of  multiple  collectors  on  the  specimen  label. 
The  first  collector  is  automatically  assigned  a default  order  value  of  1.  For  each  subsequent  collector,  the 
order  number  is  automatically  incremented  by  one. 


To  enter  the  name  of  an  additional  collector,  select  the  * button.  This  clears  the  Collectors  field,  and 
increments  the  order  value  by  one.  Repeat  these  steps  for  all  additional  collectors.  Click  on  the 
button  to  return  to  the  New  Specimens  data  entry  form.  The  collector(s)  entered  on  the  Specimen 
Collectors  subform  is/are  automatically  inserted  on  the  New  Specimens  data  entry  form. 
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Note:  To  remember  the  collectors  name(s)  for  use  in  subsequent  records,  click  on  the  KM  button  to 
store  the  collectors  name(s)  in  memory.  To  recall  the  collectors  name(s)  in  a new  specimen  record,  first 
enter  data  into  one  or  more  of  the  preceding  fields,  (e.g.  Genus  field  etc.)  and  then  click  on  the 
button  to  the  left  of  the  Collectors: ; button  This  inserts  the  collectors  name(s)  from  memory. 


Collection  no. 

Enter  the  number  assigned  to  the  specimen  by  the  collector. 

Day  (DD)  / Month  (MM)  / Year  (YY) 

Enter  the  date  (day,  month  and  year)  on  which  the  specimen  was  collected. 


Note:  Saving  the  record  is  recommended  before  using  the 

button  to  move  to  page  2 of  the  New 

Specimen  data  entry  form  (Fig.  15). 

Fig.  15.  New  Specimens  data  entry  form,  page  2. 
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PAGE  2 (Fig.  15) 

Temporary  Accession  String 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Region  (country,  province  etc.) 

Enter  the  first  3-4  letters  of  the  region.  Click  on  the  down  arrow  to  the  right  of  the  field  to  list  all  regions 
starting  with  the  entered  search  string.  Click  on  the  required  region  name  to  insert  it  into  the  region  field. 


Note:  If  the  required  region  is  not  listed,  a new  region  record  will  have  to  be  added  to  the  Regions  table. 
See  Section  14.14  (pg.  90)  for  this  procedure. 


Country 

A display  field  only,  automatically  indicating  the  country  corresponding  to  the  entered  region. 

Origin  (Cultivated/Wild) 

Records  the  original  source  of  the  specimen,  e.g.  collected  from  the  wild,  cultivated  from  material 
collected  from  the  wild,  etc.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  options. 
Click  on  the  appropriate  option  to  insert  it  into  the  Origin  field. 

Deg  / min  / sec  / N/S 

Enter  the  latitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

Deg  / min  / sec  / E/W 

Enter  the  longitude  of  the  specimen  locality(in  degrees,  minutes  and  seconds),  if  available. 

The  default  quadrants  are  south  (S)  and  east  (E),  but  these  may  be  changed  to  north  and  west  if  required. 


Note:  The  corresponding  quarter  degree  grid  reference  is  automatically  inserted  once  the  longitude  and 
latitude  values  have  been  entered. 


Level  of  confidence 

Quantifies  the  degree  of  accuracy  of  the  longitude  and  latitude  reading.  Click  on  the  down  arrow  to  the 
right  of  the  field,  to  access  a list  of  options.  Click  on  the  required  confidence  level  to  insert  it  into  the 
Level  of  confidence  field. 

Grid  reference 

Enter  the  quarter  degree  grid  reference  of  the  specimen  locality  (only  when  degrees,  minutes  and  seconds, 
or  degrees  decimal  values  are  not  available). 


Note:  To  convert  the  grid  reference  to  longitude/latitude  values,  double-click  in  this  field,  and  select  ‘OK’ 
to  the  confirmation  conversion  prompt.  The  level  of  confidence  is  automatically  inserted  as  the  centroid 
of  the  quarter  degree  square. 


Deg.  decimal 


Used  to  enter  degrees  decimal  point  data.  Click  on  the 
EAV  entry  fields. 


Deg.  decimal 


button  to  activate  the  N/S  and 
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N/S  and  E/W 


Enter  the  decimal  value  for  longitude  (N/S)  and  latitude  (E/W).  After  these  fields  have  been  filled,  either 
click  on  the 


Deg.  decimal 


cimai  button,  or  press  enter.  This  will  automatically  calculate  and  insert  the 


corresponding  values  in  the  Deg/min/sec  N/S,  Deg/min/sec  E/W  and  Grid  reference  fields. 


Locality 

Enter  the  collection  locality  of  the  specimen,  ordered  from  major  to  minor  and  precise  locality.  Include 
habitat  data  when  this  is  necessary  to  pinpoint  the  exact  collection  site.  e.g.  Underberg  district,  southern 
Drakensberg,  Loteni  Nature  Reserve,  seepage  areas  on  south-facing  slopes. 


Note:  The  same  locality  could  represent  a major,  minor  or  precise  locality,  depending  on  the  locality 
details  provided;  e.g.  for  the  locality  Pinetown: 

1.  Pinetown  (precise)  [poor  quality  collecting  information] 

2.  Durban  district  (major),  Pinetown  (minor).  Paradise  Valley  Nature  Reserve  (precise) 

3.  Pinetown  (major),  Paradise  Valley  Nature  Reserve  (minor),  eastern  boundary  of  reserve,  along 
stream  bank  (precise) 


Used  to  store  the  Temporary  Accession  String  of  the  current  specimen  in  memory.  Double  clicking  on  the 
first  line  of  the  Locality  field  of  a new  record  duplicates  all  locality  information  from  the  record  with  that 
Temporary  Accession  String.  The  locality  information  copied  to  the  new  record  includes  the  geographical 
region,  the  longitude,  latitude,  grid  reference  and  degrees  decimal  values  (where  available),  and  also  all 
locality  field  data.  Double  clicking  on  the  Degrees  N/S  field  recalls  only  the  longitude,  latitude  and  grid 
reference  information. 


Locality 

Keywords 

Used  to  access  the  Specimen  Locality  Keywords  subform  (Fig.  16.)  This  subform  is  used  to  enter  locality 
keywords  from  the  specimen  locality  data.  These  keywords  facilitate  rapid  searches  when  querying  the 
database. 

SPECIMEN  LOCALITY  KEYWORDS  SUBFORM 


Accesses  a help  screen  explaining  the  function  of  the  buttons  on  the  Specimen  Locality  Keywords 
subform  (see  Appendix  2,  Getting  Help,  pg.  1 15). 

Temporary  Accession  String 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 
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Fig.  16.  Specimen  Locality  Keywords  subform,  accesssed  from  page  2 of  the  New  Specimens  data  entry 
form. 


Locality  keyword 

To  insert  a locality  keyword,  click  on  the  Locality  keyword  field.  The  search  prompt  ‘Enter  start  of 
name'  appears.  Enter  the  first  3-4  letters  of  the  locality  name,  and  select  ‘OK'.  A list  of  localities 
beginning  with  the  search  string  appears.  If  the  required  locality  is  not  immediately  visible,  use  the  scroll 
bar  to  search  for  it.  Click  on  the  name  to  insert  it  into  the  Locality  keyword  field.  After  entering  the  first 
record,  click  on  the  * button  to  access  the  next  record  for  multiple  locality  keyword  entries. 


Note:  If  the  name  is  not  listed,  this  will  have  to  be  added  to  the  LocKeyWords  (Locality  Keywords)  table. 
See  the  mm  button  explanation  below. 


Accesses  the  Locality  Keywords  form,  which  is  used  to  add  new  localities  to  the  Locality  Keywords  table, 
when  a required  keyword  is  not  listed.  See  Section  14.11  (pg.  86)  for  this  procedure. 


Click  on  the 


button  to  return  to  the  New  Specimens  data  entry  form. 
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Altitude 

Enter  the  altitude  at  which  the  specimen  was  collected.  If  a range  of  altitudes  is  given,  for  example  200- 
400  m,  enter  the  midpoint  value  (300  m).  The  level  of  confidence  is  then  recorded  as  100  m by  selecting 
the  ‘51-100  m'  option. 

Feet/meters  (ft/m) 

Click  on  the  down  arrow  to  the  right  of  the  ft/m  field  to  list  the  available  altitude  unit  options,  or  simply 
enter  ‘ft’  or  ‘m\  Click  on  the  required  unit  to  insert  it  into  the  ft/m  field. 

Level  of  confidence 

Quantifies  the  degree  of  accuracy  of  the  altitude  reading.  Click  on  the  down  arrow  to  the  right  of  this 
field,  to  access  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Level  of  confidence  field. 

Aspect 

Click  on  the  down  arrow  to  the  right  of  the  field,  to  display  a list  of  aspect  options.  Click  on  the  required 
option  to  insert  it  into  the  Aspect  field. 


Habitats 

Accesses  the  Specimen  Habitats  subform  (Fig.  17)  which  is  used  to  record  macro-  and  micro-habitats 
with  which  the  specimen  was  associated. 


Fig.  17.  Specimen  Habitats  subform,  accessed  from  page  2 of  the  New  Specimens  data  entry  form. 
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SPECIMEN  HABITATS  SUBFORM 
Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form  . 


Habitats 


Click  on  the  down  arrow  to  the  right  of  this  field  for  a list  of  habitat  options.  The  list  contains  both 
macro-habitats  (eg.  hilltop)  and  micro-habitats  (eg.  pan/depression).  Click  on  the  required  option  to  insert 
it  into  the  Habitats  field.  After  entering  the  first  record,  click  on  the 
record,  for  multiple  habitat  entries. 


* 


button  to  access  the  next 


Note:  If  the  required  habitat  is  not  listed,  a new  habitat  record  will  have  to  be  added  to  the  Habitats  table. 
See  Section  14.9  (pg.  84)  for  this  procedure. 


Click  on  the 


button  to  return  to  the  New  Specimens  data  entry  form. 


Then  select  the 


button  to  move  to  page  3 of  the  New  Specimens  data  entry  form  (Fig.  18). 


Fig.  18.  New  Specimens  data  entry  form,  page  3. 
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PAGE  3 (Fig.  18) 


Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Height  of  plant 

Enter  the  plant  height  recorded  by  the  collector,  or  the  measured  height  of  the  specimen  on  the  sheet, 
provided  the  specimen  is  entire.  If  there  are  multiple  specimens,  then  enter  the  value  of  the  tallest  plant 
into  the  height  field,  and  include  the  range  of  heights  in  the  notes  field.  In  the  case  of  plants  in,  for 
example,  the  Cyperaceae  or  Poaceae,  the  full  inflorescence  should  be  included  in  the  plant  height 
measurement.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  height  (length)  units. 
Click  on  the  applicable  unit  to  insert  it  into  the  unit  field. 


Growth  Forms 

Accesses  the  Specimen  Growth  Forms  subform  (Fig.  19)  for  entry  of  one  or  more  growth  form(s).  If  the 
plant  comprises  several  growth  forms,  e.g.  where  the  plant  is  a herb,  a geophyte  and  a climber,  these 
should  be  recorded  individually. 


Fig.  19.  Specimen  Growth  Forms  subform,  accessed  from  page  3 of  the  New  Specimens  data  entry  form. 
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SPECIMEN  GROWTH  FORMS  SUBFORM 


Temporary  Accession  String 

These  values  (Batch  number,  Item  number,  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Growth  form 


Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  growth  forms.  Click  on  the  required  growth 
form  to  insert  it  into  the  Growth  form  field.  To  add  the  remaining  growth  forms,  click  on  the 


* 


button 


to  prepare  the  form  for  entry  of  a new  record.  Repeat  the  above  procedure  until  all  growth  forms  have  been 
added. 


Note:  If  the  required  growth  form  is  not  listed,  a new  record  will  have  to  be  added  to  the  GrowthForms 
table.  See  Section  14.8  (pg.  83)  for  this  procedure. 


Click  on  the 


button  to  return  to  the  New  Specimens  data  entry  form. 


Flower  Colours 

Accesses  the  Specimen  Flower  Colours  subform  (Fig.  20)  for  recording  one  or  more  flower  colour(s).  If 
the  plant  has  more  than  one  flower  colour,  e.g.  red  with  yellow  streaks,  then  both  red  and  yellow  should 
be  recorded  individually,  and  ordered  according  to  dominance. 


Fig.  20.  Specimen  Flower  Colours  subform,  accessed  from  page  3 of  the  New  Specimens  data  entry  form. 
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SPECIMEN  FLOWER  COLOURS  SUBFORM 
Temporary  Accession  String 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  a list  of  colour  options.  Click  on  the 
appropriate  colour  to  insert  it  into  the  Colour  field. 


Note:  If  the  required  flower  colour  is  not  listed,  a new  flower  colour  record  will  have  to  be  added  to  the 
Fcolours  (Flower  colours)  table.  See  Section  14.6,  pg.  80,  for  this  procedure. 


Order 

Used  to  weight  the  flower  colour  in  terms  of  colour  dominance.  If  the  flower  colour  is  described  as 
yellow  and  green  (ie.  equally  weighted),  each  record  would  have  an  order  value  of  1 . If  the  flower  colour 
is  yellow  with  green  streaks,  the  order  value  for  yellow  would  be  1,  and  for  green,  2. 


Note:  Enter  the  flower  colour  recorded  by  the  collector,  and  not  from  the  flower(s)  on  the  pressed 
specimen,  as  these  may  fade  on  pressing. 


Click  on  the 
Click  on  the 


<§>  button  to  prepare  the  subform  for  entry  of  the  next  flower  colour. 


|pt  button  to  return  to  the  New  Specimens  data  entry  form. 


Flowers 

Describes  the  flowering  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down 
arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the 
Flowers  field. 


Fruits 

Describes  the  fruiting  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down 
to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the 
field. 


arrow 

Fruits 


Seeds 

Describes  the  seed  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down  arrow  to 
the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the  Seeds 
field. 

Habitat  information 

Soil  type 

Click  on  the  down  arrow  to  the  right  of  this  field  for  a list  of  soil  types.  Click  on  the  required  option  to 
insert  it  into  the  Soil  type  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  soil  type  is  not  listed,  a new  soil  type  record  will  have  to  be  added  to  the  SoilTypes 
table.  See  Section  14.15  (pg.  91)  for  this  procedure. 
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Substrate 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  substrate  types.  Click  on  the  required  option 
to  insert  it  into  the  Substrate  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  substrate  is  not  listed,  a new  substrate  record  will  have  to  be  added  to  the  Substrates 
table.  See  Section  14.16  (pg.  92)  for  this  procedure. 


Moisture 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  moisture  regimes.  Click  on  the  required 
option  to  insert  it  into  the  Moisture  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  moisture  regime  is  not  listed,  a new  moisture  regime  record  will  have  to  be  added  to 
the  Moistures  table.  See  Section  14.13  (pg.  89)  for  this  procedure. 


Vegetation 

Click  on  the  down  arrow  to  the  right  of  the  field  for»a  list  of  vegetation  types.  Click  on  the  required  option 
to  insert  it  into  the  Vegetation  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  vegetation  type  is  not  listed,  a new  vegetation  type  record  will  have  to  be  added  to 
the  VegTypes  table.  See  Section  14.19  (pg.  96)  for  this  procedure. 


Biotic  effect 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  biotic  effects.  Click  on  the  required  option  to 
insert  it  into  the  Biotic  effect  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  biotic  effect  is  not  listed,  a new  biotic  effect  record  will  have  to  be  added  to  the 
Biotics  table.  See  Section  14.2  (pg.  76)  for  this  procedure. 


Complex  habitat  information 

It  is  not  possible  to  include  any  qualifying  statements  e.g.  ‘red’  sandy  soil,  or  recently  burnt  ‘6  months 
ago’,  in  the  habitat  fields.  In  the  above  example,  the  full  description  should  be  included  in  the  Notes  field, 
and  the  ecology  ‘tag’  field  (below  the  notes  field)  marked  with  an  ‘X’  (see  below). 

Add  coded  field  data  to  labels 

Allows  the  user  to  decide  whether  or  not  the  coded  habitat  information  should  be  printed  on  the  specimen 
labels.  The  default  value  is  ‘Y’  (Yes).  Double  click  in  this  field  to  change  the  selection  to  ‘N’  (No).  It  is 
recommended  that  this  information  be  added  to  the  labels. 


Note:  If,  when  printing  labels  from  the  Print  Labels  option  on  the  Specimen  Database  menu  form  (See 
pg.  99  for  additional  details),  the  option  ‘A’  or  ‘N’  is  selected  at  the  prompt  ‘Do  you  wish  coded  fields  to 
be  added  into  notes?’,  it  takes  precedence  over  option  ‘F’,  where: 

A = include  coded  fields  for  all  labels 

N = do  not  include  coded  fields  for  any  labels 

F = include  coded  fields  according  to  individual  flags 
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Notes 

Used  to  store  all  information  that  is  not  accomodated  in  the  coded  fields,  even  when  duplication  of  certain 
elements  of  information  may  result.  Enter  the  information,  and  then  double  click  in  the  relevant  notes 
‘tag’  field(s)  (below  the  Notes  field),  to  mark  it/them  with  an  ‘X’. 

Notes  ‘tag’  fields 

Used  to  flag  the  presence  of  specific  information  categories  in  the  Notes  field,  so  that  these  records  can  be 
accessed  easily  and  quickly.  These  are  : 

• Morphology  - any  details  of  the  plant’s  appearance 

• Ecology  - any  habitat  details  not  entered  in  the  coded  habitat  fields 

• Occurrence  - the  local  occurrence  of  the  plant  in  the  habitat  (e.g.  rare,  common,  abundant,  etc.) 

• Common  name  - vernacular  name 

• Utilisation  - any  reference  to  the  utilisation  of  the  plant  (e.g.  medicinal,  building,  food  etc.) 

• Toxicity  - any  reference  to  whether  the  plant  is  poisonous 

• Reproductive  biology  - any  reference  to  pollination,  pollinators  etc. 

• Horticulture  - any  reference  to  the  cultivation  and/or  propagation  of  the  plant 

• Aroma  - any  reference  to  the  odour,  fragrance,  and/or  aroma  of  plant  parts 

• Undesirable  - any  reference  to  the  plant  being  weedy,  invasive,  harmful  etc. 


Voucher  for;  | 

Accesses  the  Specimen  Voucher  subform  (Fig.  21),  used  to  reference  the  use  of  the  specimen  as  a voucher 
for  other  scientific  studies. 


Fig.  21.  Specimen  Voucher  subform,  accessed  from  page  3 of  the  New  Specimens  data  entry  form. 
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SPECIMEN  VOUCHER  SUBFORM 
Temporary  Accession  String 

These  values  (Batch  number.  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Voucher 

Records  in  what  discipline  (e.g.  ecology)  or  for  what  purpose  (e.g.  photography)  the  specimen  or  part 
thereof  has  been  used.  Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the 
required  option  to  insert  it  into  the  Voucher  field. 


Note:  If  the  required  voucher  type  is  not  listed,  a new  voucher  type  record  will  have  to  be  added  to  the 
Vouchers  table.  See  Section  14.20,  pg.  98,  for  this  procedure. 


If  the  specimen  is  a voucher  for  several  categories,  use  the 
of  each  additional  record. 


button  to  prepare  the  subform  for  entry 


Click  on  the 


button  to  return  to  the  New  Specimens  data  entry  form. 


Duplicate  DistribributUm 

Accesses  the  Duplicates  in  Other  Herbaria  subform  (Fig.  22),  which  is  used  to  record  the  distribution  of 
duplicate  specimens  to  other  herbaria. 


Fig.  22.  Duplicates  in  Other  Herbaria  subform,  accessed  from  page  3 of  the  New  Specimens  data  entry 
form. 
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DUPLICATES  IN  OTHER  HERBARIA  SUBFORM 
Temporary  Accession  String 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 

Herbarium 

Stores  the  name  of  the  herbarium  to  which  a duplicate  of  the  specimen  has  been  sent.  Click  on  the 
Herbarium  field  or  on  the  associated  down  arrow,  to  access  the  search  prompt.  Enter  the  first  3-4  letters  of 
the  herbarium  name  (or  any  other  search  string  e.g.  the  town  or  country  name)  and  select  ‘OK’  to  display 
a list  of  herbaria  containing  the  search  string.  Click  on  the  line  containing  the  relevant  herbarium  name  to 
insert  it  into  the  Herbarium  field  . 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
Herbaria  table.  See  Section  14,10  (pg.  85)  for  this  procedure. 


Use  the 
record. 


button  to  prepare  the  screen  for  entry  of  an  additional  herbarium  duplicate  distribution 


Click  on  the 


button  to  return  to  the  New  Specimens  data  entry  form. 


Specimen  (Spmn)  status 

Refers  to  the  state  of  completion  of  the  various  stages  in  the  specimen  accessioning  process. 


Checked 

Indicates  whether  the  specimen  data  has  been  checked  and  corrected.  Enter  ‘Y’  (Yes)  or  ‘N’  (No). 


Number  of  labels  wanted 

Indicates  the  number  of  labels  to  be  printed  for  individual  specimens.  The  default  value  is  1 . Change  this 
value  to  indicate  the  number  of  labels  required. 

Labels  done 

Indicates  whether  or  not  final  labels  have  been  printed  for  the  specimen.  The  value  ‘Y’  (Yes)  is 
automatically  inserted  by  the  system  when  the  final  labels  are  printed.  Final  labels  can  only  be  printed  if 
the  checked  field  above  is  flagged  ‘Y’  (Yes),  and  CAS  values  have  been  assigned  to  the  specimens.  See 
CAS  number  below. 


CAS  herbarium  (herb) 

This  value  is  automatically  inserted  when  the  specimen  is  transferred  to  the  main  (existing  specimens) 
table.  Specimens  can  only  be  transferred  after  the  final  labels  have  been  printed  and  the  Labels  done  field 
has  been  flagged  ‘Y’  (Yes). 

CAS  number 

This  value  is  automatically  inserted  when  transfer  of  the  specimen  to  the  main  table  occurs.  Specimens 
can  only  be  transferred  after  the  final  labels  have  been  printed  and  the  Labels  done  field  has  been  flagged 
‘Y’  (Yes). 
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Once  all  the  information  for  a specimen  has  been  entered,  save  the  information  by  clicking  on  the 
button.  Click  on  the 


B 


specimen  records  are  to  be  entered,  then  click  on  the 


button  to  return  to  page  1 of  the  New  Specimens  data  entry  form.  If  further 

button  in  the  Temporary  Accession  String  block 


* 


to  clear  all  exisiting  information  and  to  automatically  insert  the  next  available  item  number.  Otherwise 
click  on  the  button  to  return  to  the  New  Specimens  Batch  Header  form. 


8 2.  Transfer  Batch 


Copies  the  information  for  an  entire  batch  of  specimens  to  the  Specimens  table.  Make  the  batch  to  be 
transferred  the  current  batch. 


Note:  Specimens  may  only  be  transferred  once  they  have  been  checked,  and  the  Specimen  (Spmn)  Status 
Checked  field  (on  page  3 of  the  New  Specimen  data  entry  form),  flagged  ‘Y’  (Yes). 


_/] 

Used  to  globally  insert  the  value  ‘Y’  in  the  Specimen  status  Checked  Y/N  field  on  page  3 of  the  New 
Specimens  data  entry  form,  for  the  entire  current  batch.  This  prevents  the  user  from  having  to  flag  this 
field  manually  for  each  specimen. 


8 3.  Transfer  I ndiv.  Spmns 


Copies  information  for  individual  specimens  in  a batch  to  the  main  specimen  database  table.  Ensure  that 
the  current  batch  contains  the  specimen  to  be  transferred.  Click  on  this  button  to  display  the  prompt  : 
‘Item  number  ?’.  Enter  the  item  number  of  the  specimen  to  be  transferred,  and  select  ‘OK’. 


Note:  A specimen  may  only  be  transferred  once  it  has  been  checked,  and  the  Specimen  Status  Checked 
field  (on  page  3 of  the  New  Specimen  data  entry  form),  flagged  ‘Y’  (Yes). 


8.4. 


Print  Labels 


Prints  draft  or  final  labels  for  specimens  in  the  current  batch.  Click  on  this  button  to  display  the  prompt 
‘Draft  or  Final  labels?  D/F’.  Enter  ‘D’  to  print  draft  labels,  or  ‘F’  for  final  labels.  See  15.  Print  Labels,  pg. 
99,  for  further  information. 


Click  on  the 


button  to  return  to  the  New  Specimens  Batch  Header  form. 
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8.5.  Delete  Specimens 

Deletes  all  the  specimens  in  the  current  batch.  If  there  are  specimens  without  CAS  values,  or  for  which 
final  labels  have  not  been  printed,  the  system  displays  this  information  and  prompts  whether  or  not  the 
batch  should  still  be  deleted. 


Click  on  the 


button  to  return  to  the  Specimen  Database  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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9. 


Existing  Specimen? 


Accesses  the  Existing  Specimens  form,  for  capture  of  specimen  information  from  specimens  already 
accessioned  (filed)  in  an  herbarium  (Figs.  23,  25  and  28). 


Fig.  23.  Existing  Specimens  data  entry  form,  page  1,  accessed  from  the  Specimen  Database  menu. 

EXISTING  SPECIMENS  DATA  ENTRY  FORM 


Page  numbers  are  found  at  the  top  right  of  each  page.  For  an  explanation  of  the  function  buttons  at  the 


bottom  of  each  screen,  click  on  the 


button,  or  refer  to  7.  Global  Button  Functions,  pg.  10. 


PAGE  1 (Fig.  23) 


Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the  Exisiting 
Specimens  data  entry  form.  See  Appendix  2,  Getting  Help,  pg.  1 15. 
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Computer  Accession  String  (CAS) 

A unique  4-part  string  assigned  to  each  specimen.  It  comprises  the  herbarium  code,  the  number 
component,  the  extension,  and  the  sheet  number. 

Herbarium 

Stores  the  holding  herbarium  code,  as  tabulated  in  Index  Herbariorum.  This  code  is  set  by  the  user  for 
his/her  system  when  the  Specimen  Database  is  first  opened  (see  5.  Starting  the  Specimen  Database,  pg. 
6),  and  appears  as  a default  value  thereafter.  If  necessary,  it  may  be  modified  from  the  Updates  menu  (see 
Section  16,  pg.  105). 

Number 

Each  existing  specimen  is  automatically  allocated  a unique  number.  Click  on  the  button  to  clear 

the  screen  for  entry  of  a new  record  and  to  allocate  the  next  available  number. 

Extension  (Ext) 

Used  when  multiple  collections  are  mounted  on  a single  herbarium  sheet.  These  are  different  collections 
by  a single  or  various  collectors(s).  Enter  ‘A’  for  the  first  collection,  ‘B’  for  the  second,  and  so  on.  If  the 
letter  is  entered  in  lowercase,  it  will  automatically  be  converted  to  upper  case. 

Sheet 

Indicates  the  sheet  number  when  the  specimen  has  been  mounted  on  several  sheets. 


Copies  information  from  the  current  record  to  a new  record  for  the  next  sheet.  If  the  original  sheet  number 
is  0,  this  is  incremented  to  1 and  the  new  sheet  is  given  a sheet  number  of  2.  After  clicking  on  this  button, 
the  confirm  copy  prompt,  ‘Do  you  wish  to  copy  this  record’s  details  to  sheet  no.  2/3/4  ?’  appears.  Select 
‘Yes’  to  copy  the  sheet,  or  ‘No’  to  cancel. 


Note:  The 


button  should  only  be  used  once  all  the  information  for  the  current  sheet 
has  been  entered.  If  subsequent  sheets  are  required,  these  should  be  copied  from  the  sheet  with  the  highest 
sheet  number,  ie.  sheet  2 copied  from  sheet  1 (or  0),  sheet  3 from  sheet  2 etc. 


j 

Clears  the  screen  for  entry  of  a new  record  and  automatically  allocates  the  next  item  number. 

Donated  by 

Details  of  the  herbarium  from  which  the  specimen  was  donated. 

Herbarium 

Enter  the  herbarium  code  of  the  donating  herbarium,  as  listed  in  Index  Herbariorum.  If  the  code  is  not 
known,  see  ‘Search  for  Herbarium’  below. 


Note:  Wherever  possible,  the  original  or  primary  donor  of  the  specimen  should  be  recorded,  and  not 
subsequent  donor(s). 
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Search  for  Herbarium 


Used  to  find  an  herbarium  code.  The  search  prompt  ‘Enter  search  string’  appears.  Enter  the  first  3-4 
letters  of  the  herbarium  name  (or  any  other  search  string,  e.g.  the  town  or  country  name)  and  select  ‘OK’. 
A list  of  herbaria  containing  the  entered  string  appears.  Click  on  the  line  containing  the  relevant 
herbarium  entry.  The  herbarium  code  is  inserted  into  the  Herbarium  Selection  field,  and  is  also  stored  in 
memory.  Click  on  the  Ip*  button  to  close  the  subform.  Then  double  click  in  the  Donated  by: 


Herbarium  field  to  insert  the  code. 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
Herbaria  table.  See  Section  14.10  (pg.  85)  for  this  procedure. 


Accession  number 

If  available,  enter  the  herbarium  accession  number  of  the  donated  specimen.  If  the  herbarium  has  been 
computerised,  the  computer  accession  number  should  take  precedence  over  other  numbers. 

Duplicate  of  Computer  Accession  String 

Used  to  copy  information  from  an  existing  specimen  record  to  a new  record  for  a duplicate  specimen  in 
the  same  collection. 


Enter  the  herbarium  code  and  number,  the  extension  and  the  sheet  number  of  the  record  to  be  duplicated, 


and  click  on  the 

Copy  to  duplicate  record 

button. 

Note:  Before  duplicating  a record,  ensure  that  a new  record  has  been  created  by  clicking  on  the 
button. 

Material 

Used  to  indicate  the  type  of  material  being  encoded.  The  default  value  is  ‘Herbarium  specimen’.  Click  on 
the  down  arrow  to  the  right  of  the  mateial  field  to  display  a list  of  options.  Click  on  the  required  option  to 
insert  it  into  the  Material  field. 


Note:  If  the  required  material  type  is  not  listed,  a new  material  type  record  will  have  to  be  added  to  the 
Material  Types  table.  See  Section  14.12  (pg.  87)  for  this  procedure. 


Family 

A display  field  only,  automatically  indicating  the  family  name  once  the  genus  has  been  entered. 


Note:  To  add  a new  family  to  the  Families  table,  see  Section  14.5  (pg.  79)  for  this  procedure. 


Genus 

To  enter  the  genus  name,  either  click  in  the  genus  field,  or  on  the  associated  down  arrow.  A search 
prompt  appears.  Enter  the  first  3-4  letters  of  the  genus  name,  and  select  ‘Yes’.  A list  of  all  genera  starting 
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with  the  entered  search  string  appears.  If  the  genus  name  is  not  immediately  visible,  use  the  scroll  bar  to 
search  for  the  name.  Click  on  the  required  name  to  insert  it  in  the  genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  Genera  table. 
See  Section  14.7  (pg.  81)  for  this  procedure. 


Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  to  the  right  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary,  use  the  scroll  bar 
to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  species  field.  If  the  selected 
name  is  a synonym  (indicated  by  a ‘=  =‘  at  the  end  of  the  name),  a dialogue  box  will  appear,  offering  a 
choice  between  the  current  name  and  the  synonym.  Select  ‘YES’  for  the  current  name,  and  ‘NO’  for  the 
synonym/name  originally  selected. 


Note:  1.  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  Taxa  table.  See 
Section  14.17  (pg.  93)  for  this  procedure. 

2.  If  the  specimen  has  only  been  identified  to  the  species  level,  do  not  add  that  species  name  as  a 
new  record  in  the  Taxa  table.  See  Note  under  ID  level  below  for  the  correct  procedure. 


ID  level 

Used  to  indicate  the  level  of  accuracy  of  the  taxon  name  identification.  Click  on  the  arrow  to  the  right  of 
the  ID  level  field  to  display  the  following  list  of  options  : 

• aff.  (affinis)  - related  to  the  selected  taxon,  but  does  not  match  it  exactly. 

• cf.  (confer)  - compare  with  the  selected  taxon,  to  which  it  is  similar  but  does  not  match  exactly.  This 
option  indicates  a lesser  degree  of  similarity  than  aff. 

• indet.  (inderterminavit)  - the  taxon  could  not  be  identified. 

• to  species  level  only  - the  taxon  could  not  be  identified  to  the  infraspecific  level.  This  will  result  in  only 
the  specific  epithet  being  displayed  in  the  Species  field.  See  note  below. 

Click  on  the  required  option  to  insert  it  into  the  ID  level  field. 


Note:  When  identifying  a specimen  to  the  species  level  only,  select  any  of  the  available  infraspecific 
taxa.  Selecting  the  ID  level  ‘to  species  level  only’  removes  the  infraspecific  component  of  the  name, 
leaving  only  the  species  and  author(s)  names. 


Type  status 

Used  to  record  the  type  status  of  the  specimen.  Click  on  the  down  arrow  to  the  right  of  the  Type  status 
field  to  display  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Type  status  field.  If  the 
precise  type  status,  e.g.  Holotype,  Isotype  etc.  is  not  known,  then  the  generic  value  ‘Type’  should  be 
selected. 


Note:  If  the  required  type  status  is  not  listed,  a new  type  status  record  will  have  to  be  added  to  the 
TypeStatus  table.  See  Section  14.18  (pg.  95)  for  this  procedure. 


Temporary  name 

Used  to  record  the  personalised  taxon  name  or  description  assigned  to  the  plant  by  the  collector. 
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Determinavit  (Det) 

Used  to  record  the  name  of  the  person  who  identified  the  plant. 

Month  (MM)  Year  (YYYY) 

The  month  and  year  in  which  the  determination  was  made. 


CeUectors: 

Accesses  the  Specimen  Collectors  subform,  used  to  record  the  collector's  name(s).  (Fig.  24). 


Fig.  24.  Specimen  Collectors  subform,  accessed  from  page  1 of  the  Existing  Specimens  data  entry  form. 

SPECIMEN  COLLECTORS  SUBFORM 
Computer  Accession  String 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from  page 
1 of  the  Existing  Specimens  data  entry  form. 

Collector 

Click  on  the  Collector  field  or  the  associated  down  arrow.  A search  prompt  appears.  Enter  the  first  3-4 
letters  of  the  collector’s  name,  and  select  ‘OK’.  A list  of  surnames  starting  with  the  entered  search  string 
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appears.  If  the  collector’s  name  is  not  immediately  visible,  use  the  scroll  bar  to  find  the  required  surname 
and  initials.  Click  on  the  name  to  insert  it  into  the  Collector  field. 


Note:  If  a collector’s  name  is  not  listed,  a new  record  will  have  to  be  added  to  the  Collectors  table.  See 
Section  14.3  (pg.  77)  for  this  procedure. 


Order 

Indicates  the  order  to  be  followed  when  printing  the  names  of  multiple  collectors  on  the  specimen  label. 
The  first  collector  is  automatically  assigned  a default  order  value  of  1 . For  each  subsequent  collector,  the 
order  number  is  automatically  incremented  by  one. 


To  enter  the  name  of  an  additional  collector,  select  the  <#>  j button.  This  clears  the  Collectors  field,  and 


increments  the  order  value  by  one.  Repeat  these  steps  for  all  additional  collectors.  Click  on  the  I jfit  j button 
to  return  to  the  Existing  Specimens  data  entry  form.  The  collector(s)  entered  on  the  Collectors  subform 
is/are  automatically  inserted  on  the  Existing  Specimens  data  entry  form. 


Note:  To  remember  the  collectors  name(s)  for  use  in  subsequent  records,  click  on  the  | ■Q  j button  to  store 
the  collectors  name(s)  in  memory.  To  recall  the  collectors  name(s)  in  a new  specimen  record,  first  enter 
data  into  one  or  more  of  the  preceding  fields,  (e.g.  Genus  field  etc.)  and  then  click  on  the 
the  left  of  the  rniw-forc:  button.  This  inserts  the  collectors  name(s)  from  memory. 


G 


button  to 


Collection  no. 

Enter  the  number  assigned  to  the  specimen  by  the  collector. 


Day  (DD)  / Month  (MM)  / Year  (YY) 

Enter  the  date  (day,  month  and  year)  on  which  the  specimen  was  collected. 


Note:  Saving  the  record  is  recommended  before  using  the 

* 

button  to  move  to  page  2 of  the 

Existing  Specimen  data  entry  form  (Fig.  25). 

PAGE  2 (Fig.  25) 


Computer  Accession  String 

These  values  (Herbarium  code.  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Existing  Specimens  data  entry  form. 

Region  (Country,  province  etc.) 

Enter  the  first  3-4  letters  of  the  region.  Click  on  the  down  arrow  to  the  right  of  the  field  to  list  all  regions 
starting  with  the  entered  search  string.  Click  on  the  required  region  name  to  insert  it  into  the  Region  field. 


40 


Fig.  25.  Existing  Specimens  data  entry  form,  page  2. 


Note:  If  the  required  region  is  not  listed,  a new  region  record  will  have  to  be  added  to  the  Regions  table. 
See  Section  14.14  (pg.  90)  for  this  procedure. 


Country 

A display  field  only,  automatically  indicating  the  country  corresponding  to  the  entered  region. 

Origin  (Cultivated/Wild) 

Records  the  original  source  of  the  specimen,  e.g.  collected  from  the  wild,  cultivated  from  material 
collected  from  the  wild,  etc.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  options. 
Click  on  the  appropriate  option  to  insert  it  into  the  Origin  field. 

Deg  / min  / sec  / N/S 

Enter  the  latitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

Deg  / min  / sec  / E/W 

Enter  the  longitude  of  the  specimen  locality(in  degrees,  minutes  and  seconds),  if  available. 

The  default  quadrants  are  south  (S)  and  east  (E),  but  these  may  be  changed  to  north  and  west  if  required. 


41 


Note:  The  corresponding  quarter  degree  grid  reference  is  automatically  inserted  once  the  longitude  and 
latitude  values  have  been  entered. 


Level  of  confidence 

Quantifies  the  degree  of  accuracy  of  the  longitude  and  latitude  reading.  Click  on  the  down  arrow  to  the 
right  of  the  field,  to  access  a list  of  options.  Click  on  the  required  confidence  level  to  insert  it  into  the 
Level  of  confidence  field. 

Grid  reference 

Enter  the  quarter  degree  grid  reference  of  the  specimen  locality  (only  when  degrees,  minutes  and  seconds, 
or  degrees  decimal  values  are  not  available). 


Note:  To  convert  the  grid  reference  to  longitude/latitude  values,  double-click  in  this  field,  and  select  ‘OK’ 
to  the  confirmation  conversion  prompt.  The  level  of  confidence  is  automatically  inserted  as  the  centroid 
of  the  quarter  degree  square. 


j 

Used  to  enter  degrees  decimal  point  data.  Click  on  the  [ D^decimai  "J  button  to  activate  the  N/S  and 
EAV  entry  fields. 

N/S  and  E/W 

Enter  the  decimal  value  for  longitude  (N/S)  and  latitude  (EAV).  After  these  fields  have  been  filled,  either 
click  on  the  button,  or  press  enter.  This  will  automatically  calculate  and  insert  the 

corresponding  values  in  the  Deg/min/sec  N/S,  Deg/min/sec  E/W  and  Grid  reference  fields. 

Locality 

Enter  the  collection  locality  of  the  specimen,  ordered  from  major  to  minor  and  precise  locality.  Include 
habitat  data  when  this  is  necessary  to  pinpoint  the  exact  collection  site.  e.g.  Underberg  district,  southern 
Drakensberg,  Loteni  Nature  Reserve,  seepage  areas  on  south-facing  slopes. 


Note:  The  same  locality  could  represent  a major,  minor  or  precise  locality,  depending  on  the  locality 
details  provided;  eg  for  the  locality  Pinetown: 

1 . Pinetown  (precise)  [poor  quality  collecting  information] 

2.  Durban  district  (major),  Pinetown  (minor).  Paradise  Valley  Nature  Reserve  (precise) 

3.  Pinetown  (major),  Paradise  Valley  Nature  Reserve  (minor),  eastern  boundary  of  reserve,  along  stream 
bank  (precise) 


Used  to  store  the  Computer  Accession  String  of  the  current  specimen  in  memory.  Double  clicking  on  the 
first  line  of  the  Locality  field  of  a new  record  duplicates  all  locality  information  from  the  record  with  that 
Computer  Accession  String.  The  locality  information  copied  to  the  new  record  includes  the  geographical 
region,  the  longitude,  latitude,  grid  reference  and  degrees  decimal  values  (where  available),  and  also  all 
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locality  field  data.  Double  clicking  on  the  Degrees  N/S  field  recalls  only  the  longitude,  latitude  and  grid 
reference  information. 


Locality 

Keywords 

■ . 

Used  to  access  the  Specimen  Locality  Keywords  subform  (Fig.  26)  This  subform  is  used  to  enter  locality 
keywords  from  the  specimen  locality  data.  These  keywords  facilitate  rapid  searches  when  querying  the 
database. 


Fig.  26.  Specimen  Locality  Keywords  subform,  accesssed  from  page  2 of  the  Existing  Specimens  data 
entry  form. 

SPECIMEN  LOCALITY  KEYWORDS  SUBFORM 


Accesses  a help  screen  explaining  the  function  of  the  buttons  on  the  Specimen  Locality  Keywords 
subform  (see  Appendix  2,  Getting  Help,  pg.  1 15). 
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Temporary  Accession  String 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  Existing  Specimens  data  entry  form. 


Locality  keyword 

To  insert  a locality  keyword,  click  on  the  Locality  keyword  field.  The  search  prompt  ‘Enter  start  of 
name’  appears.  Enter  the  first  3-4  letters  of  the  locality  name,  and  select  ‘OK'.  A list  of  localities 
beginning  with  the  search  string  appears.  If  the  required  locality  is  not  immediately  visible,  use  the  scroll 
bar  to  search  for  it.  Click  on  the  name  to  insert  it  into  the  Locality  keyword  field.  After  entering  the  first 
record,  click  on  the 


❖ 


button  to  access  the  next  record  for  multiple  locality  keyword  entries. 


Note:  If  the  name  is  not  listed,  see  the 


button  explanation  below. 


Accesses  the  Locality  Keywords  form,  which  is  used  to  add  new  localities  to  the  Locality  Keywords  table, 
when  a required  keyword  is  not  listed.  See  Section  14,1 1 (pg.  86)  for  this  procedure. 


Click  on  the 


button  to  return  to  the  Existing  Specimens  data  entry  form. 


Altitude 

Enter  the  altitude  at  which  the  specimen  was  collected.  If  a range  of  altitudes  is  given,  for  example  200- 
400  m,  enter  the  midpoint  value  (300  m).  The  level  of  confidence  is  then  recorded  as  100  m by  selecting 
the  ‘51-100  m’  option. 


Feet/meters  (ft/m) 

Click  on  the  down  arrow  to  the  right  of  the  ft/m  field  to  list  the  available  altitude  unit  options,  or  simply 
enter  ‘ft’  or  ‘m’.  Click  on  the  required  unit  to  insert  it  into  the  ft/m  field. 


Level  of  confidence 

Quantifies  the  degree  of  accuracy  of  the  altitude  reading.  Click  on  the  down  arrow  to  the  right  of  this 
field,  to  access  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Level  of  confidence  field. 

Aspect 

Click  on  the  down  arrow  to  the  right  of  the  field,  to  display  a list  of  aspect  options.  Click  on  the  required 
option  to  insert  it  into  the  Aspect  field. 


Habitats 

. i 

Accesses  the  Specimen  Habitats  subform  (Fig.  27)  which  is  used  to  record  macro-  and  micro-habitats 
with  which  the  specimen  was  associated. 
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Fig.  27.  Specimen  Habitats  subform,  accessed  from  page  2 of  the  Existing  Specimen  data  entry  form. 

SPECIMEN  HABITATS  SUBFORM 
Computer  Accession  String 

These  values  (Herbarium  code.  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Existing  Specimens  data  entry  form. 


Habitats 

Click  on  the  down  arrow  to  the  right  of  this  field  for  a list  of  habitat  options.  The  list  contains  both 
macro-habitats  (e.g.  hilltop)  and  micro-habitats  (e.g.  pan/depression).  Click  on  the  required  option  to 
insert  it  into  the  Habitats  field.  After  entering  the  first  record,  click  on  the 
next  record,  for  multiple  habitat  entries. 


button  to  access  the 


Note:  If  the  required  habitat  is  not  listed,  a new  habitat  record  will  have  to  be  added  to  the  Habitats  table. 
See  Section  14.9  (pg.  84)  for  this  procedure. 


Click  on  the 


button  to  return  to  the  Existing  Specimens  data  entry  form. 


Then  select  the 


button  to  move  to  page  3 of  the  Existing  Specimens  data  entry  form  (Fig.  28). 
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Fig.  28.  Existing  Specimens  data  entry  form,  page  3. 


PAGE  3 (Fig.  28) 


Computer  Accession  String 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from  page 
1 of  the  Existing  Specimens  data  entry  form. 

Height  of  plant 

Enter  the  plant  height  recorded  by  the  collector,  or  the  measured  height  of  the  specimen  on  the  sheet, 
provided  the  specimen  is  entire.  If  there  are  multiple  specimens,  then  enter  the  value  of  the  tallest  plant 
into  the  height  field,  and  include  the  range  of  heights  in  the  notes  field.  In  the  case  of  plants  in,  for 
example,  the  Cyperaceae  or  Poaceae,  the  full  inflorescence  should  be  included  in  the  plant  height 
measurement.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  height  (length)  units. 
Click  on  the  applicable  unit  to  insert  it  into  the  unit  field. 


Growth  Forms 

Accesses  the  Specimen  Growth  Forms  subform  (Fig.  29)  for  entry  of  one  or  more  growth  form(s).  If  the 
plant  comprises  several  growth  forms,  e.g.  where  the  plant  is  a herb,  a geophyte  and  a climber,  these 
should  be  recorded  individually. 


46 


Fig.  29.  Specimen  Growth  Forms  subform,  accessed  from  page  3 of  the  Existing  Specimens  data  entry 
form. 


SPECIMEN  GROWTH  FORMS 
CAS 

These  values  (Batch  number,  Item  number.  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  New  Specimens  data  entry  form. 


Growth  form 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  growth  forms.  Click  on  the  required  growth 


O 


button 


form  to  insert  it  into  the  Growth  form  field.  To  add  the  remaining  growth  forms,  click  on  the 
to  prepare  the  form  for  entry  of  a new  record.  Repeat  the  above  procedure  until  all  growth  forms  have  been 
added. 


Note:  If  the  required  growth  form  is  not  listed,  a new  record  will  have  to  be  added  to  the  Growth  Forms 
table.  See  Section  14.8  (pg.  83)  for  this  procedure. 
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Click  on  the 


button  to  return  to  the  Existing  Specimens  data  entry  form. 


Flower  Colours 

Accesses  the  Specimen  Flower  Colours  subform  (Fig.  30)  for  recording  one  or  more  flower  colour(s).  If 
the  plant  has  more  than  one  flower  colour,  e.g.  red  with  yellow  streaks,  then  both  red  and  yellow  should 
be  recorded  individually,  and  ordered  according  to  dominance. 


Fig.  30.  Specimen  Flower  Colours  subform,  accessed  from  page  3 of  the  Existing  Specimens  data  entry 
form. 

SPECIMEN  FLOWER  COLOURS  SUBFORM 
Computer  Accession  String 

These  values  (Herbarium  code,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Existing  Specimens  data  entry  form. 

Colour 

Click  on  the  down  arrow  to  the  right  of  the  Colour  field  for  a list  of  colour  options.  Click  on  the 
appropriate  colour  to  insert  it  into  the  Colour  field. 
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Note:  If  the  required  flower  colour  is  not  listed,  a new  flower  colour  record  will  have  to  be  added  to  the 
Fcolours  (Flower  colours)  table.  See  Section  14.6,  pg.  80,  for  this  procedure. 


Order 

Used  to  weight  the  flower  colour  in  terms  of  colour  dominance.  If  the  flower  colour  is  described  as 
yellow  and  green  (ie.  equally  weighted),  each  record  would  have  an  order  value  of  1.  If  the  flower  colour 
is  yellow  with  green  streaks,  the  order  value  for  yellow  would  be  1,  and  for  green,  2. 


Note:  Enter  the  flower  colour  recorded  by  the  collector,  and  not  from  the  flower(s)  on  the  pressed 
specimen,  as  these  may  fade  on  pressing. 


Click  on  the 
Click  on  the 


button  to  prepare  the  subform  for  entry  of  the  next  flower  colour. 


|p*  button  to  return  to  the  Existing  Specimens  data  entry  form. 


Flowers 

Describes  the  flowering  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down 
arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the 
Flowers  field. 


Fruits 

Describes  the  fruiting  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down 
to  the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the 
field. 


arrow 

Fruits 


Seeds 

Describes  the  seed  status  of  the  specimen,  e.g.  present,  absent,  immature  etc.  Click  on  the  down  arrow  to 
the  right  of  the  field  for  a list  of  options.  Click  on  the  appropriate  option  to  enter  the  value  in  the  Seeds 
field. 


Habitat  information 

Soil  type 

Click  on  the  down  arrow  to  the  right  of  this  field  for  a list  of  soil  types.  Click  on  the  required  option  to 
insert  it  into  the  Soil  type  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  soil  type  is  not  listed,  a new  soil  type  record  will  have  to  be  added  to  the  SoilTypes 
table.  See  Section  14.15  (pg.  91)  for  this  procedure. 


Substrate 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  substrate  types.  Click  on  the  required  option 
to  insert  it  into  the  Substrate  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  substrate  is  not  listed,  a new  substrate  record  will  have  to  be  added  to  the  Substrates 
table.  See  Section  14.16  (pg.  92)  for  this  procedure. 


Moisture 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  moisture  regimes.  Click  on  the  required 
option  to  insert  it  into  the  Moisture  field.  See  also  Complex  habitat  information  below. 
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If  the  required  moisture  regime  is  not  listed,  a new  moisture  regime  record  will  have  to  be  added  to  the 
Moistures  table.  See  Section  14.13  (pg.  89)  for  this  procedure. 


Vegetation 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  vegetation  types.  Click  on  the  required  option 
to  insert  it  into  the  Vegetation  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  vegetation  type  is  not  listed,  a new  vegetation  type  record  will  have  to  be  added  to 
the  VegTypes  table.  See  Section  14.19  (pg.  96)  for  this  procedure. 


Biotic  effect 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  biotic  effects.  Click  on  the  required  option  to 
insert  it  into  the  Biotic  effect  field.  See  also  Complex  habitat  information  below. 


Note:  If  the  required  biotic  effect  is  not  listed,  a new  biotic  effect  record  will  have  to  be  added  to  the 
Biotics  table.  See  Section  14.2  (pg.  76)  for  this  procedure. 


Complex  habitat  information 

It  is  not  possible  to  include  any  qualifying  statements  e.g.  ‘red’  sandy  soil,  or  recently  burnt  ‘6  months 
ago’,  in  the  habitat  fields.  In  the  above  example,  the  full  description  should  be  included  in  the  Notes  field, 
and  the  ecology  ‘tag’  field  (below  the  notes  field)  marked  with  an  ‘X’  (see  below). 

Add  coded  field  data  to  labels 

Allows  the  user  to  decide  whether  or  not  the  coded  habitat  information  should  be  printed  on  the  specimen 
labels.  The  default  value  is  ‘Y’  (Yes).  Double  click  in  this  field  to  change  the  selection  to  ‘N’  (No).  It  is 
recommended  that  this  information  be  added  to  the  labels. 


Note:  If,  when  printing  labels  from  the  Print  Labels  option  on  the  Specimen  Database  menu  (See  pg.100 
for  additional  details),  the  option  ‘A’  or  ‘N’  is  selected  at  the  prompt  ‘Do  you  wish  coded  fields  to  be 
added  into  notes?’,  it  takes  precedence  over  option  ‘F’,  where: 

A ---  include  coded  fields  for  all  labels 

N = do  not  include  coded  fields  for  any  labels 

F = include  coded  fields  according  to  individual  flags 


Notes 

Used  to  store  all  information  that  is  not  accomodated  in  the  coded  fields,  even  when  duplication  of  certain 
elements  of  information  may  result.  Enter  the  information,  and  then  double  click  in  the  relevant  notes 
‘tag’  field(s)  (below  the  Notes  field),  to  mark  it/them  with  an  ‘X’. 

Notes  ‘tag’  fields 

Used  to  flag  the  presence  of  specific  information  categories  in  the  Notes  field,  so  that  these  records  can  be 
accessed  easily  and  quickly.  These  are  : 

• Morphology  - any  details  of  the  plant’s  appearance 

• Ecology  - any  habitat  details  not  entered  in  the  coded  habitat  fields 

• Occurrence  - the  local  occurrence  of  the  plant  in  the  habitat  (e.g.  rare,  common,  abundant,  etc.) 

• Common  name  - vernacular  name 

• Utilisation  - any  reference  to  the  utilisation  of  the  plant  (e.g.  medicinal,  building,  food  etc.) 
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• Toxicity  - any  reference  to  whether  the  plant  is  poisonous 

• Reproductive  biology  - any  reference  to  pollination,  pollinators  etc. 

• Horticulture  - any  reference  to  the  cultivation  and/or  propagation  of  the  plant 

• Aroma  - any  reference  to  the  odour,  fragrance,  and/or  aroma  of  plant  parts 

• Undesirable  - any  reference  to  the  plant  being  weedy,  invasive,  harmful  etc. 


Voucher  for: 

Accesses  the  Specimen  Voucher  subform  (Fig.  31),  used  to  reference  the  use  of  the  specimen  as  a voucher 
for  other  scientific  studies. 


Fig.  31.  Specimen  Voucher  subform,  accessed  from  page  3 of  the  Existing  Specimens  data  entry  form. 

SPECIMEN  VOUCHER  SUBFORM 


Computer  Accession  String 

These  values  (Herbarium  code.  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Existing  Specimens  data  entry  form. 
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Voucher 

Records  in  what  discipline  (e.g.  ecology)  or  for  what  purpose  (e.g.  photography)  the  specimen  or  part 
thereof  has  been  used.  Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  options.  Click  on  the 
required  option  to  insert  it  into  the  Voucher  field. 


Note:  If  the  required  voucher  type  is  not  listed,  a new  voucher  type  record  will  have  to  be  added  to  the 
Voucher  table.  See  Section  14.  20,  pg.  98,  for  this  procedure. 


If  the  specimen  is  a voucher  for  several  categories,  use  the 
of  each  additional  record. 


button  to  prepare  the  subform  for  entry 


Click  on  the 


button  to  return  to  the  Existing  Specimens  data  entry  form. 


Accesses  the  Duplicates  in  Other  Herbaria  subform  (Fig.  32),  which  is  used  to  record  the  distribution  of 
duplicate  specimens  to  other  herbaria. 


Fig.  32.  Duplicates  in  other  Herbaria  subform,  accessed  from  page  3 of  the  Existing  Specimens  data  entry 
form. 


DUPLICATES  IN  OTHER  HERBARIA  SUBFORM 


Computer  Accession  String 

These  values  (Herbarium  code,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Existing  Specimens  data  entry  form. 

Herbarium 

Stores  the  name  of  the  herbarium  to  which  a duplicate  of  the  specimen  has  been  sent.  Click  on  the 
Herbarium  field  or  on  the  associated  down  arrow,  to  access  the  search  prompt.  Enter  the  first  3-4  letters  of 
the  herbarium  name  (or  any  other  search  string  e.g.  the  town  or  country  name)  and  select  ‘OK’  to  display 
a list  of  herbaria  containing  the  search  string.  Click  on  the  line  containing  the  relevant  herbarium  name  to 
insert  it  into  the  Herbarium  field  . 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
Herbaria  table.  See  Section  14,10  (pg.  85)  for  this  procedure. 


Use  the  ❖ button  to  prepare  the  screen  for  entry  of  an  additional  herbarium  duplicate  distribution 


Click  on  the 


ll*  button  to  return  to  the  Existing  Specimens  data  entry  form. 


Once  all  the  information  for  a specimen  has  b een  entered,  save  the  information  by  clicking  on  the 
button.  Click  on  the 


button  to  return  to  page  1 of  the  Existing  Specimens  data  entry  form.  If  further 

button  in  the  Computer  Accession  String 


specimen  records  are  to  be  entered,  then  click  on  the 
block  to  clear  all  exisiting  information  and  to  automatically  insert  the  next  available  item  number. 
Otherwise  click  on  the  IP*  button  to  return  to  the  Existing  Specimens  data  entry  form 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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10. 


Quick  Entry 


Accesses  the  Quick  Entry  form  (Figs.  33  and  35),  for  capture  of  only  the  most  critical  specimen 
information  for  specimens  already  filed  (accessioned)  in  an  herbarium.  This  is  useful  if  time  or  manpower 
are  constraints. 


Fig.  33.  Quick  Entry  form,  page  1,  accessed  from  the  Specimen  Database  menu. 


QUICK  ENTRY  FORM 


Page  numbers  are  found  at  the  top  right  of  each  screen.  For  an  explanation  of  the  function  buttons  at  the 


bottom  of  each  screen,  click  on  the 


button,  or  refer  to  7.  Global  Button  Functions,  pg.  10. 


PAGE  1 (Fig.  33) 


Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the  Quick  Entry 
form.  See  Appendix  2,  Getting  Help,  pg.  1 15. 

Computer  Accession  String  (CAS) 

A unique  4-part  string  assigned  to  each  specimen.  It  comprises  the  herbarium  code,  the  number 
component,  the  extension,  and  the  sheet  number. 
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Herbarium 

Stores  the  holding  herbarium  code,  as  tabulated  in  Index  Herbariorum.  This  code  is  set  by  the  user  for 
his/her  system  when  the  Specimen  Database  is  first  opened  (see  5.  Starting  the  Specimen  Database,  pg. 
6),  and  appears  as  a default  value  thereafter.  If  necessary,  it  may  be  modified  from  the  Updates  menu  (see 
Section  16,  pg.  105). 

Number 

Each  existing  specimen  is  automatically  allocated  a unique  number.  Click  on  the 
the  screen  for  entry  of  a new  record  and  to  allocate  the  next  available  number. 

Extension  (Ext) 

Used  when  multiple  collections  are  mounted  on  a single  herbarium  sheet.  These  are  different  collections 
by  a single  or  various  collectors(s).  Enter  ‘A’  for  the  first  collection,  ‘B’  for  the  second,  and  so  on.  If  the 
letter  is  entered  in  lowercase,  it  will  automatically  be  converted  to  upper  case. 

Sheet 

Indicates  the  sheet  number  when  the  specimen  has  been  mounted  on  several  sheets. 


Copies  information  from  the  current  sheet  record  to  a new  record  for  the  next  sheet.  If  the  original  sheet 
number  is  0,  this  is  incremented  to  1 and  the  new  sheet  is  given  a sheet  number  of  2.  After  clicking  on 
this  button,  the  confirm  copyprompt,  ‘Do  you  wish  to  copy  this  record’s  details  to  sheet  no.  2/3/4  ?’ 
appears.  Select  ‘Yes’  to  copy  the  sheet,  or  ‘No’  to  cancel. 


Note:  The 


button  should  only  be  used  once  all  the  information  for  the  current  sheet 


has  been  entered.  If  subsequent  sheets  are  required,  these  should  be  copied  from  the  sheet  with  the  highest 


sheet  number,  ie.  sheet  2 copied  from  sheet  1 (or  0),  sheet  3 from  sheet  2,  etc. 


#;! 

Clears  the  screen  for  entry  of  a new  record  and  automatically  allocates  the  next  item  number. 

Donated  by 

Details  of  the  herbarium  from  which  the  specimen  was  donated. 

Herbarium 

Enter  the  herbarium  code  of  the  donating  herbarium,  as  listed  in  Index  Herbariorum.  If  the  code  is  not 
known,  see  Search  for  Herbarium  below. 


Note:  Wherever  possible,  the  original  or  primary  donor  of  the  specimen  should  be  recorded,  and  not 
subsequent  donor(s). 
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Search  for  Heihaiiiun 


Used  to  find  an  herbarium  code.  The  search  prompt  ‘Enter  search  string’  appears.  Enter  the  first  3-4 
letters  of  the  herbarium  name  (or  any  other  search  string,  e.g.  the  town  or  country  name)  and  select  ‘OK’. 
A list  of  herbaria  containing  the  entered  string  appears.  Click  on  the  line  containing  the  relevant 
herbarium  entry.  The  herbarium  code  is  inserted  into  the  Herbarium  Selection  field,  and  is  also  stored  in 
memory.  Click  on  the 


button  to  close  the  subform.  Then  double  click  in  the  Donated  by: 


Herbarium  field  to  insert  the  code. 


Note:  If  the  required  herbarium  is  not  listed,  a new  herbarium  record  will  have  to  be  added  to  the 
Herbaria  table.  See  Section  14.10  (pg.  85)  for  this  procedure. 


Accession  number 

If  available,  enter  the  herbarium  accession  number  of  the  donated  specimen.  If  the  herbarium  has  been 
computerised,  the  computer  accession  number  should  take  precedence  over  other  numbers. 

Duplicate  of  Computer  Accession  String 

Used  to  copy  information  from  an  existing  specimen  record  to  a new  record  for  a duplicate  specimen  in 
the  same  collection. 


Enter  the  herbarium  code  and  number,  the  extension  and  the  sheet  number  of  the  record  to  be  duplicated, 


and  click  on  the 


Note:  Before  duplicating  a record,  ensure  that  a new  record  has  been  created  by  clicking  on  the 
button. 


Material 

Used  to  indicate  the  type  of  material  being  encoded.  The  default  value  is  ‘Herbarium  specimen’.  Click  on 
the  down  arrow  to  the  right  of  the  mateial  field  to  display  a list  of  options.  Click  on  the  required  option  to 
insert  it  into  the  Material  field. 


Note:  If  the  required  material  type  is  not  listed,  a new  material  type  record  will  have  to  be  added  to  the 
Materials  table.  See  Section  14,12  (pg.  87)  for  this  procedure. 


Family 

A display  field  only,  automatically  indicating  the  family  name  once  the  genus  has  been  entered. 


Note:  To  add  a new  family  to  the  Families  table,  see  Section  14,5  (pg.  79)  for  this  procedure. 


Genus 

To  enter  the  genus  name,  click  in  either  the  genus  field,  or  on  the  associated  down  arrow.  A search 
prompt  appears.  Enter  the  first  3-4  letters  of  the  genus  name,  and  select  ‘Yes’.  A list  of  all  genera  starting 
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with  the  entered  search  string  appears.  If  the  genus  name  is  not  immediately  visible,  use  the  scroll  bar  to 
search  for  the  name.  Click  on  the  required  name  to  insert  it  in  the  genus  field. 


Note:  If  the  required  genus  is  not  listed,  a new  genus  record  will  have  to  be  added  to  the  Genera  table. 
See  Section  14.7  (pg.  81)  for  this  procedure.  


Species 

To  enter  the  taxon  name  (species  or  infraspecific  name),  click  on  the  down  arrow  to  the  right  of  the 
Species  field.  An  alphabetical  list  of  taxa  in  the  selected  genus  will  appear.  If  necessary,  use  the  scroll  bar 
to  find  the  appropriate  taxon.  Click  on  the  required  name  to  insert  it  into  the  species  field.  If  the  selected 
name  is  a synonym  (indicated  by  a ‘=  =‘  at  the  end  of  the  name),  a dialogue  box  will  appear,  offering  a 
choice  between  the  current  name  and  the  synonym.  Select  ‘YES'  for  the  current  name,  and  ‘NO’  for  the 
synonym/name  originally  selected. 


Note:  1.  If  the  required  taxon  is  not  listed,  a new  taxon  record  will  have  to  be  added  to  the  Taxa  table.  See 
Section  14.17  (pg.  93)  for  this  procedure. 

2.  If  the  specimen  has  only  been  identified  to  the  species  level,  do  not  add  that  species  name  as  a new 
record  in  the  Taxa  table.  See  Note  under  ID  level  below  for  the  correct  procedure. 


ID  level 

Used  to  indicate  the  level  of  accuracy  of  the  taxon  name  identification.  Click  on  the  arrow  to  the  right  of 
the  ID  level  field  to  display  the  following  list  of  options  : 

• aff.  (affinis)  - related  to  the  selected  taxon,  but  does  not  match  it  exactly. 

• cf.  (confer)  - compare  with  the  selected  taxon,  to  which  it  is  similar  but  does  not  match  exactly.  This 
option  indicates  a lesser  degree  of  similarity  than  aff. 

• indet.  (inderterminavit)  - the  taxon  could  not  be  identified. 

• to  species  level  only  - the  taxon  could  not  be  identified  to  the  infraspecific  level. 

Click  on  the  required  option  to  insert  it  into  the  ID  level  field. 


Note:  When  identifying  a specimen  to  the  species  level  only,  select  any  of  the  available  infraspecific 
taxa.  Selecting  the  ID  level  ‘to  species  level  only’  removes  the  infraspecific  component  of  the  name, 
leaving  only  the  species  and  author(s)  names. 


Type  status 

Used  to  record  the  type  status  of  the  specimen.  Click  on  the  down  arrow  to  the  right  of  the  Type  status 
field  to  display  a list  of  options.  Click  on  the  required  option  to  insert  it  into  the  Type  status  field.  If  the 
precise  type  status,  e.g.  Holotype,  Isotype  etc.  is  not  known,  then  the  generic  value  ‘Type’  should  be 
selected. 


Note:  If  the  required  type  status  is  not  listed,  a new  type  status  record  will  have  to  be  added  to  the 
TypeStatus  table.  See  Section  14,18  (pg.  95)  for  this  procedure. 


Temporary  name 

Used  to  record  the  personalised  taxon  name  or  description  assigned  to  the  plant  by  the  collector 

Month  (MM)  Year  (YYYY) 

The  month  and  year  in  which  the  determination  was  made. 
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Accesses  the  Specimen  Collectors  subform,  used  to  record  the  collector’s  name(s).  (Fig.  34). 


Fig.  34.  Specimen  Collectors  subform,  accessed  from  page  1 of  the  Quick  Entry  form. 

SPECIMEN  COLLECTORS  SUBFORM 
Computer  Accession  String 

These  values  (Herbarium,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from  page 
1 of  the  Quick  Entry  form. 

Collector 

Click  on  the  Collector  field  or  the  associated  down  arrow.  A search  prompt  appears.  Enter  the  first  3-4 
letters  of  the  collector’s  name,  and  select  ‘OK’.  A list  of  surnames  starting  with  the  entered  search  string 
appears.  If  the  collector’s  name  is  not  immediately  visible,  use  the  scroll  bar  to  find  the  required  surname 
and  initials.  Click  on  the  name  to  insert  it  into  the  Collector  field. 


Note:  If  a collector’s  name  is  not  listed,  a new  record  will  have  to  be  added  to  the  Collectors  table.  See 
Section  14.3  (pg.  77)  for  this  procedure. 


Order 

Indicates  the  order  to  be  followed  when  printing  the  names  of  multiple  collectors  on  the  specimen  label. 
The  first  collector  is  automatically  assigned  a default  order  value  of  1 . For  each  subsequent  collector,  the 
order  number  is  automatically  incremented  by  one. 
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To  enter  the  name  of  an  additional  collector,  select  the  O button.  This  clears  the  Collectors  field,  and 

increments  the  order  value  by  one.  Repeat  these  steps  for  all  additional  collectors.  Click  on  the  Jp* 

I— ~~J 

button  to  return  to  the  Quick  Entry  form.  The  collector(s)  entered  on  the  Specimen  Collectors  subform 
is/are  automatically  inserted  on  the  Quick  Entry  form. 


button  to 


Note:  To  remember  the  collectors  name(s)  for  use  in  subsequent  records,  click  on  the 
store  the  collectors  name(s)  in  memory.  To  recall  the  collectors  name(s)  in  a new  specimen  record,  first 
enter  data  into  one  or  more  of  the  preceding  fields,  (e.g.  Genus  field  etc.)  and  then  click  on  the 
to  the  left  of  the  Collectors: 


G 


button 


button.  This  inserts  the  collectors  name(s)  from  memory. 


Collection  no. 

Enter  the  number  assigned  to  the  specimen  by  the  collector. 


Day  (DD)  / Month  (MM)  / Year  (YY) 

Enter  the  date  (day,  month  and  year)  on  which  the  specimen  was  collected. 

Note:  Saving  the  record  is  recommended  before  using  the 
Entry  form  (Fig.  35). 


button  to  move  to  page  2 of  the  Quick 


Fig.  35.  Quick  Entry  form,  page  2. 
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PAGE  2 (Fig.  35) 


Computer  Accession  String 

These  values  (Herbarium  code,  Number,  Extension,  Sheet  number)  are  automatically  carried  across  from 
page  1 of  the  Quick  Entry  form. 

Region  (country,  province  etc.) 

Enter  the  first  3-4  letters  of  the  region.  Click  on  the  down  arrow  to  the  right  of  the  field  to  list  all  regions 
starting  with  the  entered  search  string.  Click  on  the  required  region  name  to  insert  it  into  the  region  field. 


Note:  If  the  required  region  is  not  listed,  a new  region  record  will  have  to  be  added  to  the  Regions  table. 
See  Section  14.14  (pg.  90)  for  this  procedure. 


Country 

A display  field  only,  automatically  indicating  the  country  corresponding  to  the  entered  region. 

Origin  (Cultivated/Wild) 

Records  the  original  source  of  the  specimen,  e.g.  collected  from  the  wild,  cultivated  from  material 
collected  from  the  wild,  etc.  Click  on  the  down  arrow  to  the  right  of  this  field  to  display  a list  of  options. 
Click  on  the  appropriate  option  to  insert  it  into  the  Origin  field. 

Deg  / min  / sec  / N/S 

Enter  the  latitude  of  the  specimen  locality  (in  degrees,  minutes  and  seconds),  if  available. 

Deg  / min  / sec  / EAV 

Enter  the  longitude  of  the  specimen  locality(in  degrees,  minutes  and  seconds),  if  available. 

The  default  quadrants  are  south  (S)  and  east  (E),  but  these  may  be  changed  to  north  and  west  if  required. 


Note:  The  corresponding  quarter  degree  grid  reference  is  automatically  inserted  once  the  longitude  and 
latitude  values  have  been  entered. 


Level  of  confidence 

Quantifies  the  degree  of  accuracy  of  the  longitude  and  latitude  reading.  Click  on  the  down  arrow  to  the 
right  of  the  field,  to  access  a list  of  options.  Click  on  the  required  confidence  level  to  insert  it  into  the 
Level  of  confidence  field. 

Grid  reference 

Enter  the  quarter  degree  grid  reference  of  the  specimen  locality  (only  when  degrees,  minutes  and  seconds, 
or  degrees  decimal  values  are  not  available). 


Note:  to  convert  the  grid  reference  to  longitude/latitude  values,  double-click  in  this  field,  and  select  'OK' 
to  the  confirmation  conversion  prompt.  The  level  of  confidence  is  automatically  inserted  as  the  centroid 
of  the  quarter  degree  square. 


Deg.  decimal 

Maaftsa i 

Used  to  enter  degrees  decimal  point  data.  Click  on  the 
EAV  entry  fields. 


Deg.  decimal 


button  to  activate  the  N/S  and 
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N/S  and  EAV 

Enter  the  decimal  value  for  longitude  (N/S)  and  latitude  (E/W).  After  these  fields  have  been  filled,  either 

button,  or  press  enter.  This  will  automatically  calculate  and  insert  the 


click  on  the 


Deg.  decimal 


corresponding  values  in  the  Deg/min/sec  N/S,  Deg/min/sec  E/W  and  Grid  reference  fields. 


Locality 

Enter  the  precise  collection  locality  of  the  specimen,  ordered  from  major  to  minor  and  precise  locality. 
Include  habitat  data  when  this  is  necessary  to  pinpoint  the  exact  collection  site.  e.g.  Underberg  district, 
southern  Drakensberg.  Loteni  Nature  Reserve,  seepage  areas  on  south-facing  slopes. 


Note:  The  same  locality  could  represent  a major,  minor  or  precise  locality,  depending  on  the  locality 
details  provided;  e.g.  for  the  locality  Pinetown: 

1.  Pinetown  (precise)  [poor  quality  collecting  information] 

2.  Durban  district  (major),  Pinetown  (minor),  Paradise  Valley  Nature  Reserve  (precise) 

3.  Pinetown  (major),  Paradise  Valley  Nature  Reserve  (minor),  eastern  boundary  of  reserve,  along 
stream  bank  (precise) 


Used  to  store  the  Computer  Accession  String  of  the  current  specimen  in  memory.  Double  clicking  on  the 
first  line  of  the  Locality  field  of  a new  record  duplicates  all  locality  information  from  the  record  with  that 
Computer  Accession  String.  The  locality  information  copied  to  the  new  record  includes  the  geographical 
region,  the  longitude,  latitude,  grid  reference  and  degrees  decimal  values  (where  available),  and  also  all 
locality  field  data.  Double  clicking  on  the  Degrees  N/S  field  recalls  only  the  longitude,  latitude  and  grid 
reference  information. 


Notes  (on  utilisation  only) 

Enter  any  relevant  utilisation  information.  The  utilisation  field/s  are  automatically  tagged  (See  Section  9, 
pg.  49) 


Growth  Forms 

Accesses  the  Specimen  Growth  Forms  subform  (Fig.  36)  for  entry  of  one  or  more  growth  form(s).  If  the 
plant  comprises  several  growth  forms,  e.g.  where  the  plant  is  a herb,  a geophyte  and  a climber,  these 
should  be  recorded  individually. 

SPECIMEN  GROWTH  FORMS  SUBFORM 

CAS 

These  values  (Batch  number,  Item  number,  Extension,  Sheet  number)  are  automatically  carried  across 
from  page  1 of  the  Quick  Entry  form. 
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Fig.  36.  Specimen  Growth  Forms  subform,  accessed  from  page  2 of  the  Quick  Entry  form. 

Growth  form 

Click  on  the  down  arrow  to  the  right  of  the  field  for  a list  of  growth  forms.  Click  on  the  required  growth 
form  to  insert  it  into  the  Growth  form  field.  To  add  the  remaining  growth  forms,  click  on  the  j ❖ j 
button  to  prepare  the  form  for  entry  of  a new  record.  Repeat  the  above  procedure  until  all  growth  forms 
have  been  added. 


Note:  If  the  required  growth  form  is  not  listed,  a new  record  will  have  to  be  added  to  the  GrowthForms 
table.  See  Section  14.8  (pg.  83)  for  this  procedure. 


Click  on  the 
Click  on  the 


fit 


tpt 


button  to  return  to  the  Quick  Entry  form, 
button  to  return  to  the  Specimen  Database  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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The  Reports  menu  (Fig.  37)  lists  the  report  options  currently  supported  by  the  system.  This  menu  can  also 
be  accessed  by  clicking  on  the  JfrJ  button  on  the  New  Specimens,  Existing  Specimens  and  Quick  Entry 


forms.  Click  on  the  required  option  to  select  it. 


Fig.  37.  Reports  menu,  accessed  from  the  Specimen  Database  menu. 


REPORTS  MENU 


Mappit  Output 


Accesses  the  Output  for  Mappit  form  (Fig.  38).  This  runs  a report  to  generate  a list  of  grid  references  for  a 
selected  family,  genus  or  species.  Grid  references  (e.g.  2 123 AC)  are  then  written  to  a file  (from  which 
they  may  be  imported  into  Mappit,  a geographical  mapping  system),  or  a list  of  grid  references  is  printed, 
or  grids  are  both  written  to  file  and  printed  as  a list. 
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Fig.  38.  Output  for  Mappit  form,  accessed  from  the  Reports  menu. 

OUTPUT  FOR  MAPPIT  FORM 
Directory 

Enter  the  name  of  the  directory  to  which  the  grid  reference  file  must  be  written.  The  default  directory  is 
C:\MAPFILES. 


Note:  If  the  grid  reference  file  is  to  be  written  to  a directory  other  than  the  default  directory,  ensure  that 
this  directory  has  been  created,  ie.  ensure  that  the  path  is  valid. 


File  name 

Enter  a name  for  the  grid  reference  file.  The  recommended  format  is  to  use  the  first  three  letters  of  the 
genus  name  followed  by  the  first  five  letters  of  the  species  name,  with  ‘pnf  as  the  extension.  For 
example,  the  file  name  of  Celtis  africana  would  be  celafric.pnt. 

required.  Begin  entering  the  family  name  for 
in  the  Family  field.  Leave  the  Genus  name  and 


Family 

Enter  this  field  if  the  distribution  of  the  entire  family  is 
which  grid  references  are  required,  until  the  name  appears 
Species  name  fields  blank. 
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Genus  name 

Begin  entering  the  genus  name  for  which  grid  references  are  required,  until  the  name  appears  in  the 
Genus  name  field.  If  grids  are  only  required  for  the  genus,  leave  the  Species  name  and  Family  name  fields 
blank.  Otherwise  select  the  required  species  name  (see  Species  name  below). 

Species  name 

Begin  entering  the  species  name  for  which  grid  references  are  required,  until  the  name  appears  in  the  field. 
Choice  section 

“Choice  — — 

D Write  grids  to  a file 
I"  Print  list  of  grids 
r Write  to  file  AND  print  out 

Allows  the  user  to  select  how  the  grid  references  should  be  presented.  Click  in  the  appropriate  field  to  tag 
the  required  option. 

Write  grids  to  a file 

Grids  are  written  to  the  file  specified  above  under  File  name,  in  the  directory  selected  above  under 
Directory. 

Print  list  of  grids 

Grids  are  printed  out  as  a list,  rather  than  written  to  a file.  Fig.  39  illustrates  the  format  of  such  a list.  See 
Print  Preview  Toolbar  Buttons  below  (pg.  65),  for  information  about  the  toolbar  buttons. 


Fig.  39.  Format  of  output  from  ‘Print  list  of  grids’  Mappit  Report  optioi 
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Write  to  file  AND  print  out 

Grids  are  written  to  the  file  specified  above  under  File  name,  in  the  directory  selected  above  under 
Directory,  and  printed  out  as  a list  (e.g.  Fig.  39).  See  Print  Preview  Toolbar  Buttons  below,  for 
information  about  the  various  buttons  on  the  toolbar. 


Click  on  the 
Click  on  the 


button  to  perform  the  selected  choice. 

buttton  to  cancel  the  selection  and  return  to  the  Specimen  Database  menu. 


Print  Preview  Toolbar  Buttons 

These  buttons  may  be  used  to  modify  the  report  output. 


mhei 


iFiaamwi 


Note  : It  may  be  necessary  to  view  the  toolbar  first,  if  the  toolbar  is  not  immediately  visible.  Click  on 
View  on  the  Menu  bar,  and  then  select  Toolbox.  Scroll  down  to  Print  Preview,  highlight  it,  and  click 
Show  to  display  the  toolbar  (above). 


Closes  the  report  output  screen,  and  returns  to  the  previous  form. 


Accesses  the  standard  Windows  Print  option  menu,  where  one  may  set  the  range  of  pages 
to  be  printed,  the  number  of  copies,  or  the  print  quality,  or  print  the  output  to  a file.  Refer 
to  the  Windows  manual  for  more  details. 


Accesses  the  standard  Windows  print  setup  menu,  where  one  specifies  the  printer,  the  paper 
orientation,  paper  size  and  source,  and  margin  position.  A range  of  other  options  is  also  available. 
Refer  to  the  Windows  manual  for  more  details. 

The  zoom  button  allows  the  output  to  be  viewed  at  various  magnifications. 


Imports  the  output  directly  into  MS-Word  (a  wordprocessing  package),  so  that  additional 
jjr_j  formatting  may  be  performed. 


Imports  the  output  directly  into  MS-Exell  (a  spreadsheet  package),  should  any  analysis  be 
required. 


Cue  cards  display  online  coaching  with  various  procedures  and  other  tasks. 


The  help  button  may  be  used  to  obtain  help  with  various  commands,  properties  etc.  See  Appendix 
2,  Getting  Help,  pg.  115,  for  additional  details. 


11.2  No  Grids 

Allows  the  user  to  search  for  specimens  which  do  not  have  grid  references.  If  possible,  grid  references 
may  then  be  allocated  to  these  specimens.  Accesses  the  Range  of  Specimens  option  (Fig.  40).  The  user 
specifies  whether  the  specimens  must  have  a collection  locality  (‘W’  in  Fig.  40  below)  or  no  locality  (‘N’ 
in  Fig.  40  below),  or  whether  they  can  be  both  with  or  without  a locality  (‘B'  in  Fig.  40  below). 
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Fig.  40.  Range  of  Specimens  option,  accessed  from  the  Reports  form. 

Choose  the  required  option  by  typing  in  either  ‘N\  ‘W’  or  ‘B\  and  then  select  ‘OK'  to  proceed,  or 
‘Cancel’  to  return  to  the  Reports  menu.  The  report  output  format  is  similar  to  that  of  Fig.  42  below.  The 
Print  Preview  Toolbar  Buttons  (pg.  65,  above)  may  be  used  to  modify  the  output  format. 


Click  on  the 


button  to  return  to  the  Reports  menu. 


Not  Checked 


Identifies  specimens  in  the  current  batch  which  have  not  been  checked,  and  lists  specimen  details  for 
these  specimens.  These  lists  may  then  be  printed  out  and  used  to  check  the  accuracy  of  specimen  details 
against  those  on  the  original  collector's  labels.  The  report  output  format  is  similar  to  that  of  Fig.  42 
below.  The  Print  Preview  Toolbar  Buttons  (pg.  65,  above)  may  be  used  to  modify  the  output  format. 


11.4 


Specimen  Details 


Accesses  the  Print  Specimen  Details  form  (Fig.  41).  The  user  specifies  the  criterion/criteria  to  be  used  in 
determining  which  specimens  to  print.  This  allows  one  to  generate  a report  containing  all  the  specimen 
details  of  all  the  species  in,  for  example,  a particular  genus. 


PRINT  SPECIMEN  DETAILS  FORM 


Choice  section 

- Choice  — — 

O Single  Taxon 
Q Genus 
C Family 

o Cas  number  range 
0 Collector 
0 Collector/Genus 

Select  the  criterion  to  be  used  to  print  specimen  details  from  the  available  options  discussed  below. 
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Single  Taxon 

Prints  specimen  details  for  a single  taxon  only.  Begin  typing  the  genus  name  in  the  Genus  field,  until 
the  required  name  appears.  Repeat  this  procedure  in  the  Species  field,  until  the  required  species  name 
appears.  Click  in  the  Single  Taxon  field  in  the  Choice  section,  to  tag  it.  Leave  all  other  fields  blank. 
Then  click  on  the 


button  to  preview  the  resultant  report  output  format. 


Genus 

Prints  specimen  details  for  all  taxa  in  a selected  genus.  Begin  typing  the  genus  name  in  the  Genus 
field,  until  the  required  name  appears.  Click  in  the  Genus  field  in  the  Choice  section,  to  tag  it.  Leave 
all  other  fields  blank.  Then  click  on  the 


button  to  preview  the  resultant  report  output  format. 
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Family 

Prints  specimen  details  for  all  taxa  in  a selected  family.  Begin  typing  the  family  name  in  the  Family  field, 
until  the  required  name  appears.  Click  in  the  Family  field  in  the  Choice  section,  to  tag  it.  Leave  all  other 

button  to  preview  the  resultant  report  output  format. 


fields  blank.  Then  click  on  the 


CAS  number  range 

Prints  specimen  details  for  specimens  ranging  from  the  first  to  the  last  CAS  values  entered,  eg.  for  all 
specimens  with  CAS  PRE  456A.1  to  PRE  462.1.  Enter  the  CAS  Herbarium  code  (PRE)  in  the  Herbarium 
field,  the  starting  CAS  number  component  (456)  in  the  first  Number  field,  and  the  final  CAS  number 
component  (462)  in  the  second  Number  field.  Click  on  the  CAS  number  range  field  in  the  Choice  section, 
to  tag  it.  Leave  all  other  fields  blank.  Then  click  on  the 
output  format. 


button  to  preview  the  resultant  report 


Collector 


Prints  specimen  details  for  all  specimens  collected  by  a selected  collector.  Begin  typing  the  collector’s 
name  in  the  Collector  field,  until  the  required  name  appears.  Click  in  the  Collector  field  in  the  Choice 
section,  to  tag  it.  Leave  all  other  fields  blank.  Then  click  on  the 
report  output  format. 


button  to  preview  the  resultant 


Note  : Details  of  specimens  collected  by  the  selected  collector  with  one  or  more  joint  collectors  will  also 
be  printed. 


Collector/Genus 

Prints  specimen  details  for  all  specimens  in  a selected  genus,  collected  by  a selected  collector.  Begin 
typing  the  genus  name  in  the  Genus  field,  until  the  required  genus  name  appears.  Repeat  this  procedure  in 
the  Collectors  field,  until  the  required  collector’s  name  appears.  Click  in  the  Collector/Genus  field  in  the 
Choice  section,  to  tag  it.  Leave  all  other  fields  blank.  Then  click  on  the 
resultant  report  output  format. 


button  to  preview  the 


Fig.  42  below  illustrates  some  of  the  output  from  a report  to  generate  specimen  details  for  a selected 
collector  (O.M.  Hilliard).  Note  that  specimens  she  collected  jointly  with  B.L.  Burtt  were  also  retrieved. 
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Fig.  42.  Result  of  a report  to  generate  specimen  details  for  all  specimens  collected  by  a specific  collector 
(in  this  case,  O.M.  Hilliard).  See  Output  annotation  below  for  additional  information. 

Output  annotation 

1.  CAS  (Herbarium,  Number,  Extension,  Sheet) 

2.  Collector/s 

3.  Collector’s  number 

4.  Date  of  specimen  collection 

5.  Material  type 

6.  Species  name  and  authority 

7.  Major  collection  locality 

8.  Grid  reference 

9.  Altitude 

10.  Precise  collection  locality 

1 1 . Growth  form 

12.  Habitat 

13.  Flowering  status 


Note  : The  report  output  format  for  all  reports  selected  from  the  Choice  section  is  similar  to  Fig.  42  above. 
In  all  cases,  use  the  buttons  on  the  Print  Preview  toolbar  to  modify  the  output  as  required,  or  to  change  the 
print  set-up  (See  Print  Preview  Toolbar  Buttons  above,  pg.  65).  Click  on  the 
on  the  m button  to  return  to  the  Print  Specimen  Details  subform. 


button  to  print,  or  click 


Click  on  the 
Click  on  the 


button  to  return  to  the  Reports  subform, 
button  to  return  to  the  Specimen  Database  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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12. 


Export  / Import 


Accesses  the  Import/Export  Routines  menu  (Fig.  43),  for  importing  and  exporting  batches  of  new 
specimens  between  computers  not  linked  by  a network.  This  allows  information  for  existing  specimens  to 
be  captured  on  a second  separate  computer  and  moved  (exported  and  then  imported)  via  diskette  to  the 
main  computer.  The  information  can  then  be  incorporated  into  the  main  (existing)  Specimen  table,  where 
CAS  values  are  assigned.  Click  on  the  appropriate  option  to  import  or  export  as  required. 


Fig.  43.  Import/Export  Routines  menu,  accessed  from  the  Specimen  Database  menu. 

IMPORT/EXPORT  ROUTINES  MENU 
12.1.  Export  batch  of  new  specimens  to  diskette 


Used  to  export  (copy)  a batch  of  new  specimens  to  diskette.  Displays  the  Export  Batch  prompt:  ‘Batch 
number  to  export?’.  Enter  the  required  batch  number  containing  the  specimens  to  be  exported,  and  click 
‘OK’.  This  displays  the  Input/Output  drive  prompt:  ‘Please  insert  drive  to  use  - A:  or  B:\  Enter  ‘A:’  or 
‘B:’  as  appropriate.  The  Confirm  output  medium  ready  prompt  ‘Please  ensure  there  is  an  empty  stiffy  in 
[selected  drive]’  appears.  Click  ‘Yes'  to  export  the  specimens  in  the  batch,  or  ‘No’  or  ‘Cancel’  to  return 
to  the  Import/Export  Routines  menu.  If  the  batch  is  successfully  exported,  the  message  ‘Batch 
successfully  exported'  appears.  Select  ‘OK’  to  return  to  the  Import/Export  Routines  menu. 


12.2.  Import  batch  of  new  specimens  to  main  database 


BN. 

Used  to  import  (copy)  a batch  of  new  specimens  from  diskette.  Displays  the  Input/Output  drive  prompt: 
‘Please  insert  drive  to  use  - A:  or  B:\  Enter  ‘A:’  or  ‘B:’  as  appropriate,  and  select  ‘OK’.  The  Confirm 
Input  files  ready  prompt  ‘Please  ensure  the  appropriate  stiffy  is  in  [selected  drive]:'  appears.  Select  ‘Yes’ 
to  import  the  batch,  or  ‘No’  or  ‘Cancel’  to  return  to  the  Import/Export  Routines  menu.  If  the  batch  is 
successfully  imported,  the  message  ‘Batch  successfully  imported’  appears  . Select  ‘OK’  to  return  to  the 
Import/Export  Routines  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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13. 


Gazetteer 


Currently  not  implemented.  Used  to  assign  a grid  reference  to  a locality  (e.g.  district,  city,  town), 
by  accessing  a database  of  place  names  and  their  corresponding  grid  references. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 


74 


14. 


Look  Up  Tables 


Accessses  the  Look-Up  Tables  menu  (Fig.  44),  for  addition  of  a new  record  to  a selected  table,  eg.  to  add 
a new  collector’s  name  to  the  Collectors  table,  or  a new  habitat  type  to  the  Habitats  table.  This  menu  may 

button  on  the  Existing  Specimens,  New  Specimens  and  Quick  Entry 


also  be  accessed  via  the 


forms.  Look-Up  tables  house  standardised  definitions  which  are  accessed  from  the  various  database 
forms  and  subforms,  eg.  the  Collectors  and  Habitats  subforms  in  the  above  examples.  For  a list  of  all 
database  tables,  see  Appendix  4,  Specimen  Database  Tables,  pg.  128. 


Fig.  44.  Look-Up  Tables  menu. 


LOOK-UP  TABLES  MENU 


14.1. 


Authors 


Accesses  the  Author  Names  subform  (Fig.  45),  for  entry  of  a new  author  record  into  the  Authors  table. 
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Fig.  45.  Author  Names  subform,  accessed  from  the  Look-Up  Tables  menu. 


AUTHOR  NAMES  SUBFORM 


Author  number 


Click  on  the 


button  for  the  next  available  author  number. 


Surname,  Christian  name/s 

Enter  the  author’s  surname,  followed  by  a comma  and  the  author’s  Christian  name/s,  e.g.  Smith,  Roger 
Wessel. 

Taxonomic  abbreviation 

Refer  to  Authors  of  Plant  Names*  for  the  author  abbreviation.  If  the  author  is  not  listed  in  this  publication, 
then  enter  the  initials  and  full  surname,  eg.  R.S.  Woods. 

Publications  abbreviation 

Enter  the  author  abbreviation  used  in  publications.  This  is  usually  just  the  author’s  surname. 


3 Brummit  and  Powell  (1992) 
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Note  : To  verify  that  the  new  author  name  is  not  already  listed  in  the  Authors  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.2. 


Biotic  Effects 


Accesses  the  Biotic  Effects  subform  (Fig.  46),  for  entry  of  a new  biotic  effect  record  into  the  Biotics  table. 


Fig.  46.  Biotic  Effects  subform,  accessed  from  the  Look-Up  Tables  menu. 


BIOTIC  EFFECTS  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  biotic  effects  number. 


Name 

Enter  the  new  biotic  effect,  starting  with  a capital. 
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Note  : To  verify  that  the  new  biotic  effect  is  not  already  listed  in  the  Biotics  table,  press  F7  to  activate  the 
Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 
Click  on  the 


Q button  to  save  the  new  record. 


|p*  button  to  return  to  the  Look-Up  Tables  menu. 


14.3. 


Collectors 


Accesses  the  Collectors  subform  (Fig.  47),  for  entry  of  a new  collector  record  into  the  Collectors  table. 


Fig.  47.  Collectors  subform,  accessed  from  the  Look-Up  Tables  menu. 


COLLECTORS  SUBFORM 


Collector  number 

Click  on  the  O 


button  for  the  next  available  collector’s  number. 


Name 

Enter  the  new  collector’s  name  in  the  following  sequence  : 


78 


Surname,  comma,  space,  initial,  full  stop  (initial,  full  stop  etc.) 
e.g.  Derrick  William  Roberts  would  be  : Roberts,  D.W. 


Note  : To  verify  that  the  new  collector's  name  is  not  already  listed  in  the  Collectors  table,  press  F7  to 
activate  the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.4. 


Det  Names 


Accesses  the  Dets  subform  (Fig.  48),  for  entry  of  a new  determinavit  record  into  the  DetTable.  Currently, 
the  determinavit  name  is  typed  into  the  Det  field  on  the  New  Specimens , Existing  Specimens  and  Quick 
entry  forms,  and  does  not  operate  through  a look-up  table  system. 


Fig.  48.  Dets  subform,  accessed  from  the  Look-Up  Tables  menu. 

DETS  SUBFORM 


* 


Click  on  the 


button  to  move  to  the  next  available  Dets  number. 
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Determinavit  code 

Enter  the  code  for  the  new  determinavit  name. 


Determinavit  name 

Enter  the  full  name  of  the  determinavit.  Enter  initial/s,  followed  by  surname. 


Note  : To  verify  that  the  new  determinavit  name  is  not  already  listed  in  the  DetTable,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.5 


Families 


Accesses  the  Families  subform  (Fig.  49),  for  entry  of  a new  family  record  into  the  Families  table. 


Fig.  49.  Families  subform,  accessed  from  the  Look-Up  Tables  menu. 
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FAMILIES  SUBFORM 


Family  number 

Click  on  the 


* 


Name 

Enter  the  new  family 


button  for  the  next  available  family  number, 
name  IN  CAPITALS. 


Note  : To  verify  that  the  new  Family  name  is  not  already  listed  in  the  Families  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.6. 


Flower  Colours 


Accesses  the  Flower  Colours  subform  (Fig.  50),  for  entry  of  a new  flower  colour  record  into  the  Fcolours 
(flower  colours)  table. 


Fig.  50.  Flower  Colours  subform,  accessed  from  the  Look-Up  Table  menu. 


FLOWER  COLOURS  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  flower  colour  number. 


Colour 

Enter  the  new  flower  colour,  starting  with  a capital. 


Note  : To  verify  that  the  new  flower  colour  is  not  already  listed  in  the  Fcolours  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.l  12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.7. 


Genera 


Accesses  the  Genera  subform  (Fig.  51),  for  entry  of  a new  genus  record  into  the  Genera  table. 


Microsoft  Access  - [GeneraF] 


File  Edit  Be  cords 


Genera 


Genus  no  Name  - with  initial  capital  Family 

|0  jUnknown  " ~ “ j jUNKNOWN  " “ '|Tj 


Author  no  and  abbreviation  | 

fo  | ~ : Author  Search 


TO  ADD  A NEW  GENUS:  click  the  New  button.  A new  (temporary)  number  is 

automatically  provided,  in  the  range  above  8000.  This  is  so  that  new  genera  added 
locally  can  be  identified  when  exporting  or  interchanging  records. 


If  a new  number  has  already  been  centrally  allocated  the  temporary  number  can  be 
overwritten  but  if  there  is  any  doubt,  rather  use  the  temporary  number  for  now  and 
change  it  later.  ALL  RELATED  RECORDS  ARE  UPDATED  AUTOMATICALLY. 


TO  FIND  AN  AUTHOR:  click  the 
search  button,  fill  in  a string  to  look 
for  and  select  an  author.  Close  the 
subform  and  double-click  on  the 
author  no  field  to  insert  the  selection.  _ 

1<H  | Record: 1 1 | of  5250  IHh.I  1*1  I 

Form  View 


New 

* 


Undo  Delete 


Fig.  51.  Genera  subform,  accessed  from  the  Look-Up  Tables  menu. 


Save  Exit 
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GENERA  SUBFORM 


Genus  number 


Click  on  the 


button  for  the  next  available  genus  number. 


Note:  A temporary  number  above  8000  will  be  allocated,  so  that  the  new  genera  added  locally  can  be 
identified  when  exporting  or  interchanging  records.  If  or  when  a new  genus  number  has  been  allocated 
centrally,  the  temporary  number  can  be  overwritten,  and  all  related  records  will  automatically  be  updated. 


Name 

Enter  the  new  genus  name,  starting  with  a capital  letter. 

Family 

Enter  the  first  few  letters  of  the  family  corresponding  to  the  new  genus.  The  required  family  should 
appear. 


Note:  If  the  family  has  also  been  newly  described,  a new  family  record  will  have  to  be  added  to  the 
Families  table.  See  Section  14.5  above  (pg.  79)  for  this  procedure. 


Author  number 

To  find  the  required  author  name  number,  click  on  the 


Author  Search 


button  to  access  the  Author 


search  prompt.  See  Author  Search  below  for  additional  information. 

and  abbreviation 

Automatically  inserted  once  the  author  number  has  been  selected  and  inserted. 


Author  Search 


Searches  for  an  author  name.  Enter  the  first  3-4  letters  of  the  author’s  surname  to  access  a list  of  all  author 
names  (combinations  included)  containing  the  search  string.  Click  on  the  required  authority  to  insert  it 

button  to  return  to  the  Genera  form,  and  double  click  in 


into  the  Author  search  field.  Click  on  the 


<?-* 


the  Author  number  field  to  insert  the  number.  The  author  abbreviation  is  then  automatically  inserted  in  the 
abbreviation  field. 


Note: 

1 . If  the  authority  is  e.g.  C.A.  Smith,  do  not  include  the  initials  as  part  of  the  search  string.  If  the  author 
is  a combination,  e.g.  (Bolus)  Codd,  it  reduces  the  search  time  if  the  search  string  ‘(Bob  is  entered. 
This  limits  the  search  to  all  combinations  starting  with  ‘(Bob. 

2.  ' If  a mistake  is  made  when  typing  in  the  search  string,  click  on  the 


button  to  re-query. 


3.  If  the  required  author  is  not  listed,  a new  author  record  will  have  to  be  added  to  the  Authors  table.  See 
Section  14.1  above,  (pg.  74)  for  this  procedure. 
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Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


Growth  Forms 


Accesses  the  Growth  Forms  subform  (Fig.  52),  for  entry  of  a new  growth  form  record  into  the 
GrowthForms  table. 


Add  new: 


Look-Up  Tables 


Form  View 


Fig.  52.  Growth  Forms  subform,  accessed  from  the  Look-Up  Tables  menu. 

GROWTH  FORMS  SUBFORM 


Number 

Click  on  the  ■£>  button  for  the  next  available  growth  form  number. 


Name 

Enter  the  new  growth  form,  starting  with  a capital  letter. 
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Note  : To  verify  that  the  growth  form  is  not  already  listed  in  the  GrowthForms  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record, 
button  to  return  to  the  Look-Up  Tables  menu. 


14.9 


Habitats 


Accesses  the  Habitats  subform  (Fig.  53),  for  entry  of  a new  habitat  type  into  the  Habitats  table. 


Fig.  53.  Habitat  subform,  accessed  from  the  Look-Up  Tables  menu. 

HABITATS  SUBFORM 


Number  (No) 

Click  on  the 


button  for  the  next  available  habitat  number. 


Name 

Enter  the  new  habitat  name,  starting  with  a capital  letter. 
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Note  : To  verify  that  the  new  habitat  is  not  already  listed  in  the  Habitats  table,  press  F7  to  activate  the 
Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


(H  button  to  save  the  new  record. 


Jp*  button  to  return  to  the  Look-Up  Tables  menu. 


14.10 


Herbaria 


Accesses  the  Herbaria  subform  (Fig.  54),  for  entry  of  a new  herbarium  record  and  its  corresponding  code 
into  the  Herbaria  table. 


Fig.  54.  Herbaria  subform,  accessed  from  the  Look-Up  Tables  menu. 


HERBARIA  SUBFORM 
Code 

Enter  the  herbarium  code,  as  listed  in  Index  Herbariorum.  If  the  new  herbarium  is  not  listed  in  this 
publication,  then  assign  a local  code  (ending  in  #),  e.g.  LYNTON#. 
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Herbarium  name 

Enter  the  Herbarium  name,  including  additional  information  as  listed  in  Index  Herbariorum,  e.g.  United 
Arab  Emirates  Univ;  Dept,  of  Biology,  Abu  Dhabi 


International  code 

If  the  code  assigned  is  a local  code  not  listed  in  Index  Herbariorum , leave  this  field  blank.  Otherwise 
double  click  in  the  International  code  field  to  tag  it  with  an  ‘X'. 


Note  : To  verify  that  the  new  herbarium  name  is  not  already  listed  in  the  Herbaria  table,  press  F7  to 
activate  the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 


button  to  save  the  new  record. 


Click  on  the 


button  to  return  to  the  Look-Up  Tables  menu. 


14.11. 


Locality  Keywords 


Accesses  the  Locality  Keywords  subform  (Fig.  55),  for  entry  of  a new  locality  keyword  into  the 
LocKeyWords  table. 


Fig.  55.  Locality  Keywords  subform,  accessed  from  the  Look-Up  Tables  menu. 
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LOCALITY  KEYWORDS  SUBFORM 


Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the  Locality 
Keywords  subform  (See  Appendix  2,  Getting  Help,  pg.  115). 


Number 

Click  on  the 


button  for  the  next  available  new  locality  keyword  number. 


Keyword 

Enter  the  new  keyword  (in  upper  or  lower  case;  it  will  automatically  be  converted  to  uppercase  when  it  is 
saved). 


Preferred  name 


This  field  indicates  whether  the  new  keyword  is  an  alternative  spelling  or  name  for  a more  widely 
recognised  name  (eg.  the  preferred  name  is  Mfolozi  River,  but  it  may  also  be  spelt  Umfolozi  River).  The 
default  value  is  the  number  and  name  of  the  new  keyword  entered.  To  change  this  to  reflect  a preferred 

button  to  search  for  the  preferred  name.  See  Search  for  Preferred 


name,  use  the 
Name  below. 


Search  for 
Preferred  Name 


Search  for 
Preferred  Name 

Click  on  this  button  to  access  the  Preferred  Name  search  prompt.  Enter  the  first  3-4  letters  of  the  preferred 
name.  A list  of  all  preferred  keywords  starting  with  the  entered  string  appears.  Scroll  down  to  find  the 
required  keyword,  and  click  on  the  keyword  to  enter  it  into  the  locality  keyword  search  field.  Click  on  the 
button  to  return  to  the  Locality  Keywords  form.  Double  click  in  the  preferred  name  field  to  insert 


the  number  of  the  preferred  locality.  The  preferred  name  is  then  automatically  inserted, 
button  to  save  the  new  record, 
button  to  return  to  the  Look-Up  Tables  menu. 


Click  on  the 
Click  on  the 


g 


14.12 


Material  Types 


Accesses  the  Materials  subform  (Fig.  56),  for  entry  of  a new  specimen  material  type  record  into  the 
Materials  table. 
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Fig.  56.  Materials  subform,  accessed  from  the  Look-Up  Tables  menu. 

MATERIALS  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  material  type  number. 


Name 

Enter  the  new  material  type,  starting  with  a capital  letter. 


Note  : To  verify  that  the  new  material  type  is  not  already  listed  in  the  Materials  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 


button  to  save  the  new  record. 


Click  on  the 


button  to  return  to  the  Look-Up  Tables  menu. 


14.13 


Moisture  Regimes 

Accesses  the  Moisture  Regime  subform  (Fig.  57),  for  entry  of  a new  moisture  regime  record  into  the 
Moistures  table. 


Fig.  57.  Moisture  Regime  subform,  accessed  from  the  Look-Up  Tables  menu. 
MOISTURE  REGIME  SUBFORM 


Number 

Click  on  the 

Name 

Enter  the  new  moisture  regime  name,  starting  with  a capital  letter. 


Z] 


button  for  the  next  available  moisture  regime  number. 


Note  : To  verify  that  the  new  moisture  regime  is  not  already  listed  in  the  Moistures  table,  press  F7  to 
activate  the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 
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14.14. 


Regions 


Accesses  the  Regions  subform  (Fig.  58),  for  entry  of  a new  region  record  and  corresponding  territory  into 
the  Regions  table. 


Fig.  58.  Regions  subform,  accessed  from  the  Look-Up  Tables  menu. 


REGIONS  SUBFORM 


SHjjfDC 

Accesses  information  describing  the  functions  associated  with  the  various  buttons  on  the  Regions 
subform,  and  rules  for  entry  of  a new  region  and  territory  (See  Appendix  2,  Getting  Help,  pg.  1 15). 


Click  on  the 


button  to  move  to  the  next  available  region  number. 


Code 

Enter  the  3-letter  code  corresponding  to  the  new  region,  obtained  from  the  World  Geographical  Scheme 
for  Recording  Plant  Distributions* . This  code  must  be  followed  by  a hyphen  and  “00”  for  a country  (e.g. 


Hollis  and  Brummitt  (1992) 
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Zimbabwe  = “ZIM-OO”).  Alternatively,  the  2-letter  code  for  a lower  level  locality  (e.g.  province/district) 
should  be  entered  (e.g.  Botswana  : Central  = “BOT-CN”). 

Name 

Enter  the  full  region  name,  starting  with  a capital. 

Territory 

Enter  the  territory  at  the  subcontinental  level,  e.g.  southern  Africa,  East  Tropical  Africa  etc.  Click  on  the 
Territory  field  to  access  a search  prompt.  Entering,  ‘east’,  for  example,  accesses  a list  of  those  territories 
containing  ‘east’  somewhere  in  the  name.  Click  on  the  required  entry  to  insert  it  into  the  Territory  field. 


Note  : If  a mistake  is  made  in  typing  the  search  string,  then  click  anywhere  on  the  form  outside  the 
Territory  field,  before  clicking  in  the  Territory  field  again  to  re-query. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.15 


Soil  Types 


, _____ j 

Accesses  the  Soils  subform  (Fig.  59),  for  entry  of  a new  soil  type  record  into  the  SoilTypes  table. 


Fig.  59.  Soils  subform,  accessed  from  the  Look-Up  Tables  menu. 
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SOILS  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  soil  type  number. 


Name 

Enter  the  new  soil  type  name,  starting  with  a capital  letter. 


Note  : To  verify  that  the  new  soil  type  is  not  already  listed  in  the  SoilTypes  table,  press  F7  to  activate  the 
Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.16 


Substrate 


Accesses  the  Substrates  subform  (Fig.  60),  for  entry  of  a new  substrate  type  record  into  the  Substrates 
table. 


Fig.  60.  Substrates  subform,  accessed  from  the  Look-Up  Tables  menu. 
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SUBSTRATES  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  substrate  type  number. 


Name 

Enter  the  name  of  the  new  substrate  type,  starting  with  a capital  letter. 


Note  : To  verify  that  the  new  substrate  is  not  already  listed  in  the  Substrates  table,  press  F7  to  activate  the 
Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.17 


— 

Taxa 


Accesses  the  Taxa  subform  (Fig.  61),  for  entry  of  a new  taxon  record  into  the  Taxa  table.  To  limit  the 
records  to  those  within  the  genus  in  which  the  new  taxon  has  been  placed,  the  search  prompt  “Enter  genus 
name”  appears.  Enter  the  required  genus  - the  records  which  appear  are  for  the  species  within  that  genus. 
New  species  can  then  be  added,  and  new  subspecies  or  varieties  can  be  erected  within  an  existing  species. 


Fig.  61.  Taxa  subform,  accessed  from  the  Look-Up  Tables  menu. 


MARY  GUNN  LIBRARY 
NATIONAL  BOTANICAL  INSTITUTE 
PRIVATE  BAG  X101 
PRETORIA  C001 
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TAXA SUBFORM 


Genus  number 

The  number  corresponding  to  the  genus  name  in  which  the  new  taxon  is  to  be  placed.  Automatically 
inserted  once  the  required  genus  is  specified  by  the  user. 


and  name 

The  genus  in  which  the  new  taxon  entry  is  to  be  made.  Automatically  inserted  once  the  required  genus  is 
specified  by  the  user. 


Species  number 

The  next  available  number  is  automatically  assigned  once  the 


button  is  clicked. 


Family 

The  family  in  which  the  genus  is  placed  is  automatically  inserted. 


Species  name 

Enter  the  new  species  name. 


Note:  1.  If  the  taxon  to  be  entered  is  a hybrid,  enter  the  full  name,  including  the  author/s,  into  the  species 
name  field,  and  leave  the  remaining  fields  blank. 

2.  If  an  infraspecific  name  is  to  be  entered  (e.g.  a species  has  now  been  assigned  a new  subspecies), 
the  required  species  record  must  first  be  located.  If  there  are  only  a few  species  records,  page 
through  the  records  using  the  0 button  at  the  bottom  of  the  subform.  Otherwise  use  the  Find 
function  to  locate  the  required  species  (See  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for 
additional  information). 


Species  author 

Enter  the  species  author.  Use  the 


Author  Search 


button  to  select  the  required  author. 


Subspecies  name 

If  applicable,  enter  the  subspecific  name. 


Subspecies  author 

Enter  the  subspecies  author.  Use  the 


Author  Search 


button  to  select  the  required  author. 


Variety  name 

If  applicable,  enter  the  variety  name. 


Variety  author 

Enter  the  variety  author.  Use  the 


Author  Search 


button  to  select  the  required  author. 


Infra-varietal  name 

If  applicable,  enter  any  name  below  the  variety  level  (e.g.  forma). 
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and  author 

Enter  the  infra- varietal  author.  Use  the 


Author  Search 


button  to  select  the  required  author. 


Note:  If  the  required  author  is  not  listed,  a new  author  record  will  have  to  be  added  to  the  Authors  Look- 
Up  table.  See  Section  14.1,  page  74,  for  this  procedure. 


Synonym  - current  genus 

If  a taxon  name  is  no  longer  valid,  enter  the  current  genus  under  which  the  taxon  has  been  sunk. 

Synonym  - current  species 

Enter  the  current  species  name  by  which  the  taxon  is  now  known. 

Status  of  taxon 

Enter  the  reason  why  the  taxon  name  is  no  longer  valid,  e.g.  illegitimate  name  (nom.  illegit.)  etc.  Click  on 
the  down  arrow  to  the  right  of  this  field  for  a list  of  available  options. 


Author  Search 


Searches  for  an  author  name.  Enter  the  first  3-4  letters  of  the  author’s  surname  to  access  a list  of  all  names 
(combinations  included)  containing  the  search  string.  Click  on  the  required  authority  to  insert  it  into  the 

button  to  return  to  the  Taxa  form,  and  double  click  in  the  author 


Author  search  field.  Click  on  the 


(subspecies/variety/infra-varietal)  field  to  insert  the  name.  Repeat  this  procedure  if  e.g.  varietal  and  infra- 
varietal authors  are  to  be  inserted. 


Note:  1.  If  the  authority  is  e.g.  C.A.  Smith,  do  not  include  the  initials  as  part  of  the  search  string.  If  the 
author  is  a combination,  e.g.  (Bolus)  Codd,  it  reduces  the  search  time  if  the  search  string  ‘(Bol’  is 
entered.  This  limits  the  search  to  all  combinations  starting  with  ‘(BoT. 

2.  If  a mistake  is  made  when  typing  in  the  search  string,  click  on  the  04  button  to  re-query. 


3.  If  the  required  author  is  not  listed,  a new  author  record  will  have  to  be  added  to  the  Authors  table. 
See  Section  14.1  above  (pg.  74)  for  this  procedure. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record. 

button  to  return  to  the  Look-Up  Tables  menu. 


14.18 


Type  Status 


Accesses  the  Type  Status  subform  (Fig.  62),  for  entry  of  a new  type  status  record  into  the  TypeStatus 
table. 
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Microsoft  Access  - [AddFj 


Look-Up  Tables 

Add  new:  . 


Form  View 


Fig.  62.  Type  status  subform,  accessed  from  the  Look-Up  Table  menu. 


TYPE  STATUS  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  type  status  number. 


Name 

Enter  the  new  type  status,  begining  with  a capital  letter. 


Note  : To  verify  that  the  new  type  status  is  not  already  listed  in  the  TypeStatus  table,  press  F7  to  activate 
the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 
Click  on  the 


button  to  save  the  new  record, 
button  to  return  to  the  Look-Up  Tables  menu. 


14.19 


Vegetation  Types 


Accesses  the  Vegetation  Types  subform  (Fig.  63),  for  entry  of  a new  vegetation  type  record  to  the 
VegTypes  table. 
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Fig.  63.  Vegetation  Types  subform,  accessed  from  the  Look-Up  Tables  menu. 


VEGETATION  TYPES  SUBFORM 


Number 

Click  on  the 


button  for  the  next  available  new  vegetation  type  number. 


Name 

Enter  the  new  vegetation  type,  starting  with  a capital  letter. 


Note  : To  verify  that  the  new  vegetation  type  is  not  already  listed  in  the  VegTypes  table,  press  F7  to 
activate  the  Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  1 12,  for  additional  details. 


Click  on  the 


button  to  save  the  new  record. 


Click  on  the 


button  to  return  to  the  Look-Up  Tables  menu. 
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14.20 


Vouchers 


Accesses  the  Vouchers  subform  (Fig.  64),  for  entry  of  a new  voucher  record  into  the  Vouchers  table. 


Fig.  64.  Vouchers  subform,  accessed  from  the  Look-Up  Tables  menu. 


Number 

Click  on  the 


button  for  the  next  available  voucher  number. 


Description 

Enter  a description  of  the  new  voucher,  starting  with  a capital. 


Note  : To  verify  that  the  new  voucher  is  not  already  listed  in  the  Vouchers  table,  press  F7  to  activate  the 
Find  prompt.  Refer  to  Appendix  1,  Record  Search  Procedures,  pg.  112,  for  additional  details. 


Click  on  the 


button  to  save  the  new  record. 


Click  on  the 


Ipt  button  to  return  to  the  Look-Up  Tables  menu. 


Click  on  the 


button  to  return  to  the  Specimen  Database  menu. 
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15. 


Print  Labels 


Accesses  the  Print  Labels  menu  (Fig.  65),  which  allows  the  user  to  print  labels  for  new  (without  a CAS) 
or  existing  (with  a CAS)  specimens.  Click  on  the  required  option. 


— 

Microsoft  Access  - [PrintLabMenuF] 

▲ 

E3 

File  Edit  Records 

_ZL. 

PRINT  LABELS 


INewSpecimens! 


Form  View 

Fig.  65.  Print  Labels  menu,  accessed  from  the  Specimen  Database  menu. 


Existing  Specimens 


PRINT  LABELS  MENU 


15.1. 


New  Specimens 


Accesses  the  New  Specimens  Batch  Header  form  (Fig.  12,  pg.  11).  See  8.  New  Specimens,  pg.  11,  for 
information  about  the  various  buttons  and  fields  on  this  form.  The  relevant  button  is  the  Print  Labels 


button.  Clicking  on  this  button  accesses  the  Choose  Label  Type  prompt:  ‘Draft  or  Final  labels?  D/F\  If 
the  ‘Draft  labels’  option  is  selected,  a single  label  is  printed  for  each  specimen.  The  Temporary  Accession 
String  (ie.  batch  number,  item  number,  extension  and  sheet  number,  not  the  CAS)  is  printed  at  the  top 
right  of  each  label.  Final  labels  may  only  be  printed  once  the  following  3 criteria  have  been  met : 


1.  The  specimens  have  been  checked  and  the  Specimen  Status  ‘Checked’  field  on  page  3 of  the  New 
Specimens  data  entry  form,  flagged  ‘Y’  (Yes). 
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2.  The  specimens  have  been  assigned  CAS  values  ie.  they  have  been  transferred  to  the  main  database,  and 

3.  Final  labels  have  not  previously  been  printed  for  the  specimens,  or  the  label  printed  flag  is  set  on  ‘N’ 
(No)  for  each  specimen. 

Once  the  selection  of  draft  (‘D’)  or  final  (‘F’)  labels  has  been  made,  the  prompt  ‘Do  you  wish  coded 
fields  to  be  added  into  notes?’  appears.  One  of  the  following  options  must  be  selected: 

A : on  all  labels 
N : not  on  any  labels 

F : according  to  individual  flags  (as  tagged  on  page  3 of  the  New  Specimens  data  entry  form) 


Select  ‘OK’  to  preview  the  specimen  labels  for  the  batch,  e.g.  Fig.  66. 


1 


3a 


NATIONAL  HERBARIUM  (PRE) 


3b 


/ 


Batch  no:  1/4A.0 


23°  27' 22"  S 30°  14' 6"  E [2330AC] 

4v 

Giid  ref 

Regie/ 

KwaZulu-Natal,  S Africa 

-VAN  DEE  FFR^  F ' DICKON  F pf** 

.—  7 

4/12/1995 
1800  m 

134 

5- 

— slid  no. 

Alt.  

_ 8 

Zomia  capensis  Pers.  subsp.  capensis  - — 

-9 

Urderberg  district,  Loteni  Nriure  Reserve,  on  south-facing  sieves  ■ 

‘II 


10 


P oint  d£a  correct  to:  U nkncwi 

Height:  .12  m.  Habitat  hill  slope.  Aspect:  S.Soil:  sand.  Substr^e  soil . M oi sture:  well- 
drained.  Vegetation:  grass!  and . Bi  otic  effect:  heavily  g-azed. 

'Common  amongst  short  g-ass  in  grazed,  disturbed  localities  on  south-fad ng  hill  slopes. 

Lorn  ent  bristles  $ abrous,  leaves  quacbifoliolate , standard  yellowwth  red  streab  s.  Unscerted. 
Pollinated  by  bees.  Used  by  the  locals  as  a tradticnal  med  dne. 


**  WE  ST  P HAL,  K 
Det.  ADH  4/1996 
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Ex  GR A 2346 


Fig.  66.  Example  of  a Print  Labels  Preview.  See  explanation  of  label  data  components  below. 


Label  Data  Components 

1 . Label  heading  - Herbarium  name  and  code 

2.  Temporary  Accession  String  (TAS).  Made  up  of  Batch  and  Item  numbers. 

3.  Point  reference  details 

3a.  Longitude  and  latitude  (deg/mins/secs  NS  and  EAV)  of  collection  locality 
3b.  Quarter  degree  grid  reference 

4.  Collector’s  name/s  (Legit).  If  the  collector’s  names  are  longer  than  the  available  label  space,  this  is 
denoted  by  ‘et  **’.  The  remaining  name/s  is/are  recorded  at  the  bottom  left  comer  of  this  label.  See 
14  below. 

5.  Collector’s  number  (unique  number  for  specimen) 

6.  Region  - the  province  and/or  country 

7.  Date  - the  date  (day/month/year)  of  specimen  collection 

8.  Altitude  - the  altitude  of  the  specimen  locality.  In  feet  or  metres,  depending  on  selection 

9.  Taxon  name  and  authority 

10.  Collection  locality 

1 1 . Point  data  correct  to  - quantifies  the  accuracy  of  the  point  reference  details. 
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11.  Point  data  correct  to  - quantifies  the  accuracy  of  the  point  reference  details. 

12.  Coded  fields  (Height,  Habitat,  Aspect,  Soil,  Substrate,  Moisture,  Vegetation,  Biotic  Effect).  These 
fields  are  only  included  if  the  ‘Add  coded  fields  to  labels’  option  is  flagged  ‘Yes’  prior  to  printing. 

13.  Notes  (abundance,  ecology,  morphology,  aroma,  reproductive  biology,  usage) 

14.  Continuation  of  collector’s  name/s  (See  4 above) 

15.  Initials  (or  name)  of  determinavit,  and  date  on  which  the  determination  was  made 

16.  Donating  herbarium  code  and  accession/other  number 


To  print  the  labels,  click  on  the 





button  on  the  main  toolbar,  or  select  File  from  the  Main  Menu, 


and  then  select  Print.  This  displays  the  Print  dialogue  box  in  which  various  print  options  may  be  set. 


Select  ‘OK’  to  print. 


15.2. 


Existing  Specimens 


Accesses  the  Existing  Specimens  Batch  Header  form  (Fig.  67).  This  allows  existing  specimens  to  be 
selected,  copied  to  a new  batch,  viewed,  and  herbarium  labels  printed.  When  all  the  labels  have  been 
printed,  the  specimens  can  be  deleted  from  the  batch,  and,  this  done,  the  batch  header  may  be  deleted. 


Fig.  67.  Existing  Specimens  Batch  Header  Form , accessed  from  the  Print  Labels  form. 
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EXISTING  SPECIMENS  BATCH  HEADER  FORM 


Accesses  a Help  Screen  describing  the  button  functions  on  the  Existing  Specimens  Batch  Header  form. 
See  Appendix  2.  Getting  Help  (pg.  115)  for  more  information. 

Batch  number 

A new  batch  number  is  automatically  assigned  to  the  batch. 

Specimens  in  batch 

An  automatic  counter,  indicating  the  number  of  specimens  in  the  batch. 

Date 

The  current  date  is  automatically  inserted  when  a new  batch  is  created. 

Description 

The  description  “Existing  records  for  printing”  is  automatically  inserted. 


Select  Specimens 

Accesses  the  Copy  Specimens  to  Batch  subform  (see  15.2.1  below,  pg.  103),  which  is  used  to  select  a 
range  or  individual  CAS  values  of  specimens  for  which  printed  labels  are  required.  Specimens  with  these 
CAS  values  are  then  copied  to  the  new  batch. 


View  Specimens 

Accesses  the  New  Specimens  form  (see  15.2.2  below,  pg.  104),  which  allows  specimens  selected  and 
copied  to  the  new  batch,  to  be  viewed.  Specimens  may  then  be  edited,  or  additional  fields  may  be  tagged. 


Print  Labels 

Accesses  the  Print  Labels  routine  (see  15.2.3  below,  pg.  104),  which  is  used  to  print  draft  or  final 
specimen  labels. 


Delete  Specimens 

Accesses  the  Delete  Specimens  routine  (see  15.2.4  below,  pg.  104),  which  is  used  to  delete  all  specimen 
records  from  the  new  batch  in  the  New  Specimens  table. 
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15  2.1  Select  Specimens 

Accesses  the  Copy  Specimens  to  Batch  subform  (Fig.  68),  for  selection  of  existing  specimens  to  be 
transferred  to  the  batch  and  copied  to  the  New  Specimens  table,  so  that  labels  can  be  printed.  Specimens 
are  chosen  individually  by  CAS,  or  according  to  a range  of  CAS. 


Fig.  68.  Copy  Specimens  to  Batch  subform,  accessed  from  the  Existing  Specimens  Batch  Header  form. 

COPY  SPECIMENS  TO  BATCH  SUBFORM 
Batch  number 

This  number  is  automatically  carried  over  from  the  Existing  Specimens  Batch  Header  form. 

Specimens  in  batch 

An  automatic  counter  indicating  the  number  of  specimens  in  the  batch. 

CAS:  to 

1.  For  a range  of  CAS 

Enter  the  herbarium  code  in  the  left  CAS  Herbarium  field,  the  starting  number  from  which  specimens 
must  be  copied  in  the  left  CAS  Number  field,  and  the  end  number  in  the  right  CAS  Number  field. 


Note:  Do  not  enter  extension  or  sheet  values  - if  these  fields  are  left  blank,  then  all  specimens  with  that 
number  (whether  with  one  or  many  sheets  or  extensions)  will  be  copied  to  the  batch  record. 
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How  many  labels 

The  default  value  is  one.  Change  to  the  number  of  labels  required. 


Click  on  the  IpM  button  to  copy  the  specimen  records  to  the  batch.  Once  the  copy  operation  has  been 
performed,  a confirm  copy  statement  appears,  stating  the  range  of  specimens  copied  to  the  batch.  The 
number  of  specimens  is  now  automatically  inserted  in  the  Specimens  in  batch  field. 


CAS:  to 

2.  To  copy  one  specimen  at  a time  to  the  batch 

Use  only  the  left  CAS  fields.  Enter  the  herbarium  code  and  the  specimen  number.  If  required,  enter  an 
extension  or  sheet  number. 


Click  on  the 


button  to  copy  the  specimen  record  to  the  batch.  Once  the  copy  operation  has  been 
performed,  a confirm  copy  statement  appears,  stating  that  the  specimen  has  been  copied  to  the  batch.  The 
number  of  specimens  is  now  automatically  inserted  in  the  Specimens  in  batch  field. 


Once  the  required  specimens  have  been  copied  to  the  batch,  click  on  the 
Existing  Specimens  Batch  Header  form. 


button  to  return  to  the 


15-2.2  View  Specimens 

Accesses  the  3-page  New  Specimens  data  entry  form  (Figs.  13,  15  and  18)  for  the  current  batch  header,  so 
that  the  existing  specimen  records  copied  to  the  batch  may  be  checked,  edited  or  tagged  (e.g.  the 
Specimen  Status  field,  or  coded  fields  option  tagged)  prior  to  printing.  See  8.1.  Add  Specimens,  pg.  13 
for  additional  information. 


Print  Labels 


Used  to  print  labels  for  existing  specimens  in  the  batch.  Clicking  on  this  button  accesses  the  Choose 
Label  Type  prompt:  ‘Draft  or  Final  labels?  D/F'.  See  15.1.  New  Specimens,  pg.  99,  for  additional 
information. 


15.2.4 


Delete  Specimens 


Deletes  all  the  specimens  in  the  current  batch.  If  there  are  specimens  for  which  final  labels  have  not  been 
printed,  the  system  displays  this  information,  and  asks  whether  or  not  the  batch  should  still  be  deleted. 


Click  on  the 
Click  on  the 


button  to  return  to  the  Print  Labels  form, 
button  to  return  to  the  Specimen  Database  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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16. 


Updates 


Accesses  the  Update  menu  (Fig.  69),  which  contains  various  routines  for  updating,  modifying  and 
importing  data,  e.g.  local  definitions  may  be  updated,  CAS  values  may  be  modified  and  updated  files  and 
collector  updates  may  be  imported. 


Fig.  69.  Update  menu,  accessed  from  the  Specimen  Database  menu. 


16.1. 


Update  Local  Definitions 


Accesses  the  Local  Definitions  form  (Fig.  70),  for  modification  of  the  herbarium  code,  specimen  label 
header  and  the  highest  accession  number  for  the  holding  herbarium.  These  parameters  should  originally 
have  been  entered  when  the  Specimen  Database  was  opened  for  the  first  time  (See  Section  5,  Starting  the 
Specimen  Database,  pg.  6). 


LOCAL  DEFINITIONS  FORM 

Herbarium  code:  international  (Kew)  or  local  code 

Enter  the  new  herbarium  code,  if  required.  International  codes  are  listed  in  Index  Herbariorum.  If  the 
herbarium  is  not  listed,  enter  the  local  code  for  the  herbarium,  e.g.  SILVON#.  The  ‘#’  indicates  that  this 
is  a local  code.  Please  liase  with  the  PRECIS  manager  when  designating  a local  code. 
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Fig.  70.  Local  Definitions  form,  accessed  from  the  Update  Menu  form. 

Herbarium  name:  full  name  to  be  used  on  labels 

Modify  the  full  herbarium  name,  if  required.  This  value  will  appear  as  the  herbarium  label  for  printed 
labels. 

Highest  accession  number  already  used  in  this  herbarium 

The  highest  accession  number  is  the  accession  number  of  the  most  recently  accessioned  specimen. 
Modify  this  value  if  required. 


Note:  Once  changes  have  been  made,  save  the  data  and  then  exit  from  the  database.  This  is  important,  as 
the  entered  information  is  only  picked  up  once  the  database  is  started  up  and  initialised. 


Click  on  the 


button  to  return  to  the  Update  menu. 


16.2. 


Modify  CAS 


Used  to  modify  the  CAS  of  an  existing  specimen  record,  or  the  TAS  of  a new  specimen  record  in  a batch. 
The  confirm  record  type  query  ‘For  [E]  an  existing  specimen  record  or  [N]  a Batch  (new)  record?’ 
appears.  Enter  ‘E’  or  ‘N\  and  click  ‘OK’  to  proceed. 
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1.  If  ‘E’  is  selected,  the  Delete  CAS  Extension  form  appears  (Fig.  71). 


Fig.  71.  Delete  CAS  extension  form,  accessed  from  the  Update  menu. 

DELETE  CAS  EXTENSION  FORM 

Used  to  remove  an  unwanted  extension  from  the  CAS  of  an  existing  specimen  record,  e.g.  to  change  PRE 
871 A to  PRE  871.  It  can  also  be  used  to  renumber  a sheet  which  has  been  split  off  from  another,  e.g.  if 
the  material  on  the  second  specimen  sheet  is  no  longer  considered  to  be  the  same  species  as  that  on  the 
first  sheet.  Thus,  for  example,  PRE  87 IB  may  be  changed  to  PRE  10045  or  some  other  number. 


Note:  The  change  in  CAS  will  automatically  be  updated  in  all  dependent  records. 


Change:  CAS  (herb,  no,  ext) 

Double  click  in  the  CAS  herb  field  to  insert  the  local  holding  herbarium  code.  This  code  is  then  also 
automatically  inserted  in  the  to:  field  below.  Enter  the  number  and  extension  components  of  the  CAS  to 
be  modified.  Double  click  in  the  to  : number  field  to  insert  the  next  available  CAS  number  component.  If 
necessary,  enter  the  new  extension. 


Click  on  the 


button  to  perform  the  change.  When  the  CAS  modification  has  been  successfully 


completed,  a confirmation  modification  message  appears.  Click  ‘OK’  to  proceed. 
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2.  If  ‘N’  is  selected,  the  Delete  TAS  Extension  form  appears  (Fig.  12). 


Fig.  72.  Delete  TAS  Extension  form,  accessed  from  the  Update  menu. 


DELETE  TAS  EXTENSION  FORM 

Used  to  remove  an  unwanted  extension  from  the  TAS  value  of  a new  specimen  in  a selected  batch,  e.g.  to 
change  1/4A  to  1/4. 


Note:  1.  The  change  in  TAS  will  automatically  be  updated  in  all  dependent  records. 

2.  If  the  specimen  has  already  been  transferred  to  the  Specimen  table  in  the  main  database,  it  will  be 
changed  there  as  well,  unless  there  is  already  a specimen  with  the  same  CAS  and  no  extension  in 
this  table.  However,  if  a specimen  is  already  in  the  main  data  table,  changes  should  not  be  made 
here,  but  rather  through  the  Delete  CAS  Extension  form,  pg.  107,  above. 


Change  TAS:  (batch,  item,  ext) 

Enter  the  batch  number  of  the  specimen  with  the  TAS  to  be  modified,  then  the  item  number,  and  the 
extension.  The  same  values  are  automatically  inserted  in  the  batch  number  field  and  item  number 
field  in  the  to:  field. 


Click  on  the 


button  to  perform  the  change.  When  the  TAS  modification  has  been  successfully 


completed,  a confirmation  modification  message  appears.  Click  ‘OK’  to  proceed. 


Click  on  the 


button  to  return  to  the  Update  menu. 


16  3 Import  All  Update  Files 


Not  yet  implemented. 


16.4. 


Import  Collector  Updates 


Not  yet  implemented. 


Click  on  the 


button  to  return  to  the  Specimen  Database  menu. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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17.  EXITING  THE  SPECIMEN  DATABASE 


Ensure  that  all  newly-entered  specimen  details  have  been  saved.  Click  on  the 
form/subform(s)  to  return  to  the  Specimen  Database  menu.  Click  on  the 
Windows  Program  Manager  screen. 


m 


ip* 


button  on  the  current 
button  to  return  to  the 


Note:  It  is  important  to  back  up  the  system  at  regular  intervals.  See  Section  18  below  for  this  procedure. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 


18.  BACKING  UP  THE  SYSTEM 


What  constitutes  a backup 

Data  is  backed  up  when  it  is  copied  to  a device  (hard  drive,  diskette  or  tape)  other  than  the  one  on  which 

it  currently  resides. 

1.  Hard  drive:  If  the  computer  has  two  drives,  then  copy  the  database  to  the  second  drive.  The 
disadvantage  is  that  successive  backups  (copies)  are  frequently  made  over  the  previous  one  so  that 
there  is  no  historical  record. 

2.  Diskette:  Use  DOS  or  Windows  Backup  or  other  archival  software  (e.g.  ARJ)  to  copy  the  database  to 
diskette.  This  is  labour  intensive,  as  each  diskette  must  be  manually  inserted  into  the  A:  or  B:  drive. 
This  method  is  therefore  not  very  practical  for  large  data  sets. 

3.  Tape:  Tapes  are  conventionally  used  for  backing  up  data  and  remain  the  most  suitable  option  over 
hard  drives  and  diskettes.  They  allow  for  easy  scheduling  of  backups  and  successive  backups  can  be 
stored  separately  on  a single  tape. 

How  often  to  back  up 

Ideally  the  data  should  be  backed  up  using  four  cycles: 

1.  Daily  (See  1.  below)  Essential. 

2.  Weekly  (See  2.  below)  Optional. 

3.  Monthly  (See  3.  below)  Highly  recommended. 

4.  Yearly  (See  4.  below)  Highly  recommended. 


1. 

Monday 

Tuesday 

Wet 

inesday 

Thursday 

Friday 
! 

2. 

| W 1 

W 2 

W 3 

W4 

W5 
1 

3. 

| Ml  M2 

M3  M4  M5 

M6  M 

7 M8 

M9  M10  Mil 

M12 
1 

4. 

f Y1 

Y2 

Y3 

Y4 

Yn 

How  to  check  whether  the  data  has  been  backed  up  correctly 

It  is  highly  recommended  that  the  user  checks  that  the  backup  has  been  completed  successfully.  To  do 
this,  either: 

1 . Restore  part  of  the  data 

2.  Use  the  compare  facility  of  the  backup  system  to  compare  the  backed  up  data  with  the  original. 

When  to  back  up 

Manual  backups  can  be  made  at  any  time  when  the  database  is  not  in  use.  If  the  backup  system  has  a 
scheduling  facility,  this  should  ideally  be  used,  and  set  for  23h59  (one  minute  before  midnight). 
Remember  to  leave  the  computer  on  and  in  Windows. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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APPENDIX  1.  RECORD  SEARCH  PROCEDURES 

Used  to  find  a particular  record  in  any  of  the  database  tables,  e.g.  to  find  whether  a particular  taxon  exists 
in  the  Taxa  table,  so  as  not  to  enter  a duplicate  entry,  or  when  adding  a new  infraspecific  name  (e.g.  see 
Section  14.17,  pg.  93).  A second  example  would  be  to  find  a specimen  record  in  the  Specimens  table,  so 
that  changes  or  additions  can  be  made  to  the  entered  data.  Two  methods  may  be  used,  depending  on  the 
number  of  records  in  the  table. 


Note:  1.  Although  the  searches  are  interrogating  the  database  tables,  the  user  interface  is  the  relevant  form 
or  subform. 

2.  It  is  not  possible  to  search  on  a combo  box,  ie.  a field  which  is  restricted  to  an  entry  from  a list  of 
options. 


Record  Search  Procedure  1 : Using  the  record  search  buttons  at  the  bottom  of  the  form 
[H|<lRecord:[1  |of  3 | ► | ►! | 


Use  this  search  procedure  if  there  are  only  a few  records  to  search  through.  Use  the  [T]  button  to  move 
sequentially  down  (forward)  through  the  table,  one  record  at  a time,  ie.  to  records  with  a higher  record 
number.  Use  the  pU]  button  to  move  up  (backwards)  through  the  table,  ie.  to  records  with  a lower  record 
number.  Use  the  0 button  to  move  to  the  last  record,  and  the  [Rj  button  to  move  to  the  first  record 
in  the  table. 

Record  Search  Procedure  2:  Using  the  Find  dialogue  box 

Use  this  search  procedure  if  there  are  many  records  to  search  through.  To  search  for  a record  containing  a 
specific  value,  e.g.  for  a particular  species  record,  position  the  cursor  in  the  Species  field.  This  will 
considerably  reduce  the  search  time,  as  the  search  is  limited  to  that  field.  Click  on  Edit  on  the  menu  bar, 
and  then  select  Find  to  access  the  Find  dialogue  box  (Fig.73).  Alternatively,  press  the  short-cut  key,  F7, 
to  access  the  Find  dialogue  box  directly,  or  click  in  the  appropriate  field  using  the  right  mouse  button,  and 
select  Find  from  the  resultant  menu. 


Note:  Only  the  latter  option  may  be  used  when  searching  for  a record/s  on  a subform,  except  in  special 
cases  where  the  message  ‘To  search  form  Press  F7’  is  displayed  on  a subform. 


Fig.  73.  Find  dialogue  box.  Note  that  the  search  is  limited  to  the  ‘Sp_name’  field,  to  reduce  the  search 
time. 
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Find  What: 

Enter  the  string  to  search  on.  Either  enter  the  full  string,  and  then  choose  ‘Match  Whole  Field’  in  the 
Where  field,  or  enter  the  first  3-4  letters  of  the  string,  and  select  ‘Start  of  Field’,  or  enter  some  part  of  the 
string,  and  select  ‘Any  Part  of  the  Field’  in  the  Where  field. 

Where 

Select  the  appropriate  search,  depending  on  the  string  entered  in  the  Find  What  field  above. 

Search  in 

Select  either  the  Current  Field  (default)  option,  or  the  All  Fields  option.  Choosing  the  current  field  option 
is  recommended,  as  it  reduces  the  search  time.  Ensure  that  the  cursor  is  positioned  in  the  correct  field  if 
this  option  is  selected. 

Match  Case 

Tag  this  field  by  clicking  in  it,  if  the  case  of  the  search  string  is  important.  If  this  field  is  left  blank,  the 
search  will  find  the  entered  value,  regardless  of  its  case. 

Search  Fields  as  Formatted 

Tag  this  field  by  clicking  in  it,  if  the  format  of  the  search  string  is  important.  If  this  field  is  left  blank,  the 
seach  will  find  the  entered  value,  regardless  of  its  format. 

Direction 

Determines  whether  the  search  should  be  performed  on  the  records  before  or  after  the  current  record.  The 
Down  option  is  the  default  value.  Click  in  the  Up  field  to  search  from  the  current  record  to  the  first 
record. 


Click  on  the  Find  First  button  to  start  the  search.  The  message  ‘Searching. ...Press  Ctrl-Break  to  stop' 
appears  in  the  status  bar  at  the  bottom  of  the  form.  When  the  search  string  is  located,  the  message  ‘Search 

Close  | button  to  close  the  Find  dialogue 


box,  or  click  on  the 


succeeded’  appears  in  the  status  bar.  Either  click  on  the 

J button  to  search  for  the  next  record  with  the  same  search  string. 


Find  Next 


Note:  1.  If  the  search  string  is  not  found  when  the  begining  (if  searching  Up)  or  end  (if  searching  Down)  of 
the  records  is  reached,  the  confirmation  prompt:  ‘Microsoft  Access  reached  the  begining  (end)  of 
the  records.  Do  you  want  to  continue  searching  from  the  end  (begining)?’  appears.  Click  on  ‘Yes’ 
to  continue  the  search,  or  ‘No’  to  close  the  Find  dialogue  box. 

2.  It  may  be  useful  to  use  the  Move  option  to  position  the  Find  dialogue  box  so  that  the  search  field 

button,  and  choose  Move.  The  mouse  pointer  changes  shape. 


is  visible.  Click  once  on  the 


Click  on  the  edge  of  the  Find  dialogue  box,  and  move  the  box  to  a new  position. 

3.  If  the  search  does  not  locate  the  required  record,  check  that  the  search  string  has  been  typed  in 
correctly,  and  that  the  search  is  being  performed  in  the  correct  field. 


Using  F7  to  search  on  a subform 

Use  the  F7  button  to  search  on  a Look-up  table  form  (e.g.  Habitats  form),  or  alternatively  click  the  right 
mouse  button  and  select  Find,  as  discussed  under  Record  Search  Procedure  2 above. 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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APPENDIX  2.  GETTING  HELP 

1.  Using  the  database  Help  Buttons 

If  present,  database  Help  Buttons  are  located  at  the  top  left  of  a form  or  subform  title  (e.g.  Fig.  74,  A). 
They  access  a Help  Screen/s  which  describes  the  function  of  the  buttons  associated  with  the  form  or 
subform,  and  which  may  outline  the  type  of  data  to  be  entered  in  the  various  fields.  Each  form  or  subform 
with  a Help  Button  is  listed  below,  together  with  the  relevant  Help  Screen,  accessed  by  clicking  on  the 
Help  Button. 


Fig.  74.  Position  of  the  Help  Button  (A)  on  the  New  Specimens  Batch  Header  form. 
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A]  New  Specimens  Batch  Header  form 


Microsoft  Access  - [ButtonBatF] 


File  Edit  Records 


The  buttons  on  the  batch  form  do  the  following: 

(note  that  they  all  work  with  the  CURRENT  batch  number) 


Add  Specimens-; 


Calls  New  Specimen  entry  form.  Do  NOT  click  the  button  on 
THIS  form. 


Transfer  Batch 


rjr: 


Allocates  CAS  numbers  in  LOCAL  herbarium  and  copies  new  specimens 
the  main  Specimen  table.  Checks  first:  those  which  have  a CAS 
number  already  are  ignored;  those  whose  checked  status  is  not  "Y"  on 
ALL  sheets  are  also  ignored.  Those  transferred  are  flagged  with  their  new  CAS  herb  and  number 
so  they  can't  be  done  again  later  and  so  that  the  CAS  string  can  be  printed  on  the  labels. 


Transfer  Indiv.Spmns 


If  only  one  or  two  are  to  be  transferred  use  this  Transfer  One  button 
TO  DO  ONE  AT  A TIME  and  enter  the  required  item  number  when 
requested.  The  same  checks  are  run  as  above. 


Piint  Labels 


Calls  report  to  print  labels.  If  draft  format  is  requested  one  label  for  each 
item  is  printed  (using  batch/item  no).  If  final,  prints  ONLY  those  which: 

1 have  been  allocated  a CAS  string; 

2 have  been  flagged  as  checked  (i.e.  they  are  correct); 


3 have  not  been  printed  already. 

It  also  asks  whether  to  include  coded  fields  (height,  aspect,  soil 
type  etc.)  in  the  label  notes.  The  choice  is  "A"  for  whole  batch, 
"N"'  for  none  of  the  batch,  or  "F"  for  "refer  to  flag  on  individual 
specimens"  (see  field  on  page  3 of  New  Specimens  form). 


T o next  page  of 
THIS  form 


Exits  (from  here  too). 


Form  View 


Fig.  75.  Page  1 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
Specimens  Batch  Header  form. 


button  on  the  New 


Click  on  the 


Click  on  the 


button  to  move  to  page  2 of  the  New  Specimens  Batch  Header  form  Help  Screen, 
button  to  return  to  the  New  Specimens  Batch  Header  form. 
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Fig.  76.  Page  2 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
Specimens  Batch  Header  form. 


button  on  the  New 


Click  on  the 


button  to  return  to  page  1 of  the  Help  Screen. 


Click  on  the 


button  to  return  to  the  New  Specimens  Batch  Header  form. 
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B]  New  Specimens  and  Existing  Specimens  form 


Microsoft  Access  - [ButtonF] 


File  Edit  Records 


Buttons  on  Specimen  and  NewSpecimen  Forms: 


1 fl 

Calls  up  reports  - minis, 
and  grids  for  mappit 

¥ 

Gazetteer  of  southern 
African  place  names 

© 

Save  the  current 
record 

ffi 

Calls  menu  form  for 
Look-Up  tables 

Undo  UNsaved  record 
(if  a mistake  made) 

Page  up 
and  down 

♦ 

Export  l Import 
form 


Delete  the  (saved) 
current  record 


Exit  (from  here,  too) 


Copy  record  as  next  sheet 


Duplicates  the  entire  record  with  a new  sheet  number,  for  multi-sheet 
specimens.  This  includes  all  dependent  records  - collectors,  habitats 
etc  - so  it  should  ONLY  be  done  when  sheet  1 has  been  completed.  NB  for  a third  sheet,  select 
SHEET  2 to  duplicate.  This  is  important  as  the  sheet  no  is  increased  by  ONE  each  time. 

This  is  different  from  COPYING  DETAILS  FROM  A DUPLICATE.  To  do  that,  type  in  the  herbarium 
and  CAS  number  of  the  duplicate,  then  double-click  on  the  CAS  NUMBER  field.  This  will  find  and 
copy  the  details  from  that  record  (if  it  exists)  and  fill  them  in  on  the  form.The  CAS  no  and  herbarium 
code  then  remain  with  the  record  to  show  the  existence  of  the  duplicate  relationship.  All  dependent 
records  (in  the  collectors  etc)  are  also  copied  to  the  relevant  tables  with  the  new  number. 


Find  coll/no  to  duplicate 


Brings  up  another  form  to  find  a record  with  a particular  collector  and 
specimen  number. 


* 


Adds  a new  record. 


Duplicates  collectors  from  previous  record. 


Form  View 


Fig.  77.  Page  1 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
Existing  Specimens  form. 


button  on  the  New  or 


Click  on  the 


Click  on  the 


button  to  move  to  page  2 of  the  Help  Screen. 

button  to  return  to  the  New  Specimens  or  Existing  Specimens  form. 
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° | Fife  Edit  Records 


Microsoft  Access  - [ButtonF] 


Dupl.  Distrib.  | 


Collectors: 


Growth 


Forms 


Habitats 


Form  View 


Calls  subform  for 
purpose(s]  of  voucher 

Calls  subform  for 
distribution  of  duplicates 

Calls  subform  for 
collector(s) 

Calls  subform  for 
locality  keyword(s) 


Calls  subform  for 
growth  form(s) 


Calls  subform  for 
habitat(s) 


Herbarium  Search 


Calls  subform  to  find  a 
herbarium  code  to  insert 
into  the  herbarium  field  of  the  specimen,  donating 
or  duplicate  CAS  number.  On  closing  the  subform 
the  code  is  held  in  memory  and  can  be  inserted  by 
double-clicking  on  the  required  herbarium  field. 


□eg.  decimal 


If  the  specimen  being  recorded  only 
has  degrees  decimal  on  it,  click  on 
this  button.  The  N/S  and  E/W  fields  under  it  then 
become  updateable.  Enter  the  decimal  values  into 
them:  on  exit  from  the  second  one  the  degree  and 
grid  reference  fields  are  automatically  filled  in. 

To  change  quadrant  from  south  to  north  and/or 
east  to  west,  update  the  N/S  and  E/W  fields  at  the 
end  of  the  degrees,  minutes  and  seconds  eg: 


from 


Deg  / min  / sec  N/S 

pr 


to 


Deg  / min  / sec  N/S 

nr 


This  button  is  to  remember  locality  data.  It  actually  stores 
the  herbarium  and  CAS  no  of  the  record.  Double-clicking 
on  the  first  locality  line  of  a subsequent  record  then  recalls 
all  the  locality  information  of  this  record;  double-clicking  on 
the  Degrees  N/S  field,  the  degree  information  only. 


♦ P 


Fig.  78.  Page  2 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
Existing  Specimens  form. 


button  on  the  New  or 


Click  on  the 


button  to  return  to  page  1 of  the  Help  Screen. 


Click  on  the 


¥-♦ 


button  to  return  to  the  New  Specimens  or  Existing  Specimens  form. 
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C]  Quick  Specimen  Entry  form 


= File  Edit  Records 


Microsoft  Access  - [ButtonQuickF] 


Buttons  on  Quick  Specimen  Entry  Form: 


Calls  up  reports  - minis, 
and  grids  for  mappit 


Calls  menu  form  for 
Look-Up  tables 


Undo  UNsaved  record 
(if  a mistake  made) 


Delete  the  (saved) 
current  record 


Save  the  current 
record 


Page  up 


Page  down 


Exit  (from  here,  too) 


Copy  record  as  next  sheet 


Duplicates  the  entire  record  with  a new  sheet  number,  for  multi-sheet 
specimens.  This  includes  all  dependent  records  - collectors,  habitats 
etc  - so  it  should  ONLY  be  done  when  sheet  1 has  been  completed.  NB  for  a third  sheet,  select 
SHEET  2 to  duplicate.  This  is  important  as  the  sheet  no  is  increased  by  ONE  each  time. 


This  is  different  from  COPYING  DETAILS  FROM  A DUPLICATE.  To  do  that,  type  in  the  herbarium 
and  CAS  number  of  the  duplicate  and  then  double-click  on  the  CAS  NUMBER  field.  This  will  find 
and  copy  the  details  from  that  record  (if  it  is  in  the  database]  and  fill  them  in  on  the  form. 

The  CAS  number  and  herbarium  code  then  remain  with  the  record  to  show  the 
existence  of  the  duplicate  relationship.  All  dependent  records,  in  the  collectors 
table  etc,  are  also  copied  to  the  relevant  tables  with  the  new  number. 


Form  View 


Fig.  79.  Page  1 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
form. 


button  on  the  Quick  Entry 


Click  on  the 


button  to  move  to  page  2 of  the  Help  Screen. 


Click  on  the 


button  to  return  to  the  Quick  Entry  form. 
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File  Edit  Records 


Find  coll/mo  to  duplfcate  j 


Adds  a new  record. 


Microsoft  Access  - [ButtonQuickF] 


Brings  up  another  form  to  find  a record  with  a particular  collector  and 
specimen  number. 


Collectors: 


Calls  subform  for 
collector(s) 


□eg.  decimal 


This  button  is  to  remember 
locality  data.  It  actually  stores 
the  herbarium  and  CAS  no  of 


If  the  specimen  being  recorded  only 
has  degrees  decimal  on  it,  click  on 
this  button.  The  N/S  and  E/W  fields  under  it  then 
become  updateable.  Enter  the  decimal  values  into 
them:  on  exit  from  the  second  one  the  degree  and 
grid  reference  fields  are  automatically  filled  in. 

To  change  quadrant  from  south  to  north  and/or 


the  record.  Double-clicking  on 

end  of  the 

degrees. 

minutes  and 

seconds: 

the  first  locality  line  of  a 

subsequent  record  then  recalls 

from 

Deg 

/ min  / sec 

N/S 

to 

Deg  / min  / sec 

N/S 

all  the  locality  information  of  this 

F 

F 

record;  double-clicking  on  the 

Degrees  N/S  field,  the  degree 

from 

Deg 

/ min  / sec 

E/W 

to 

Deg  / min  / sec 

EM 

information  only. 

m 

|W 

1 Calls  subform  for 

Growth  Forms  growth  form(s) 

♦ 

Form  View 


Fig.  80.  Page  2 of  the  Help  Screen  accessed  by  clicking  on  the  top  left 
form. 


to  return  to  page  1 of  the  Help  Screen. 


to  return  to  the  Quick  Entry  form. 


Click  on  the 


button 


Click  on  the 


button 


button  on  the  Quick  Entry 
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D]  Locality  Keywords  subform 


Microsoft  Access  - [Explanatory  Notes:  Locality  Keywords] 


File  Edit  Records 


Notes 


Click  on  the  ADD  button  to  create  a new  record.  The  next  available  locality  number  is 
picked  up,  and  inserted  also  into  the  "preferred  name"  field.  If  the  new  name  is  a 
variant  spelling  or  version  of  something  else  use  the  Search  button  (below)  to  find  it. 


Search  for 
Synonyms 


Click  on  this  button  to  find  anything  similar  to  the  name  you  wish  to  add 
in.  In  the  "search  string"  put  any  part  of  the  name  eg  "wynkop"  will 
find  Aalwynkop,  Aalwynkoppe,  Alwynkoppies  etc.  Click  on  the  chosen 
one  and  then  exit.  The  number  is  saved  and  can  be  inserted  into  the 
"preferred  name"  box  by  double-clicking.  Otherwise  just  leave  the  code 
as  it  is  so  the  "preferred  name"  points  to  itself. 


The  UNDO  button  gets  rid  of  the  current  (unsaved)  record  from  the  buffer,  or  any 
changes  made  to  a current  saved  one. 


The  DELETE  button  deletes  the  current  (saved)  record  from  the  database,  after 
checking  that  this  is  really  what  is  intended. 


Click  on  the  SAVE  button  to  save  a new  record,  or  changes  to  one  already  in  the 

database. 


The  EXIT  button  closes  the  form  and  returns  to  the  previous  one.  Any  unsaved 
changes  will  at  the  same  time  be  saved  UNLESS  the  information  is  incomplete. 
If  you  do  NOT  wish  to  save  a record,  click  the  UNDO  button  before  exiting. 


Form  View 


Fig.  8 1 . Help  Screen  accessed  by  clicking  on  the  £K|f  j button  on  the  Locality  Keywords  subform. 


Click  on  the 


button  to  return  to  the  Locality  Keywords  subform. 


<►  o 
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E]  Specimen  Locality  Keywords  subform 


Microsoft  Access  - [Explanation  of  Specimen  Localities  Buttons] 


File  Edit  Records 


Notes  on  buttons 


If  the  desired  keyword  is  not  found  in  the  database,  clicking  on  this  button  brings 
up  a form  by  means  of  which  new  keywords  can  be  added. 


Click  on  the  NEW  button  to  create  a new  record.  The  CAS  herb  and  number  are 
picked  up  from  the  specimen  form. 


The  UNDO  button  gets  rid  of  the  current  (unsaved)  record  from  the  buffer,  or  any 
changes  made  to  a current  saved  one. 


The  DELETE  button  deletes  the  current  (saved)  record  from  the  database,  after 
checking  that  this  is  really  what  is  intended. 


Click  on  the  SAVE  button  to  save  a new  record,  or  changes  to  one  already  in  the 
database. 


The  EXIT  button  closes  the  form  and  returns  to  the  previous  one.  Any  unsaved 
changes  will  at  the  same  time  be  saved  UNLESS  the  CAS  herb  and  number  are 
incomplete  or  there  is  no  locality  keyword  to  save.  To  prevent  this,  click  the 
UNDO  button  before  exiting. 


±Q 

Move,  size,  or  close  window 


Fig.  82.  Help  Screen  accessed  by  clicking  on  the 
subform. 


button  on  the  Specimen  Locality  Keywords 


Click  on  the 


button  to  return  to  the  Specimen  Locality  Keywords  subform. 


<►  !<► 
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2.  Using  the  MS  Access  Help  support 

MS  Access  provides  a Help  support  system,  covering  a variety  of  topics  (Fig.  83,  below). 


Fig.  83.  Microsoft  Access  Help  Contents  menu. 

To  access  the  Help  Contents  menu,  press  FI,  and  then  select  Contents  from  the  toolbar.  Alternatively, 
choose  the  Search  button  on  the  toolbar,  and  follow  the  instructions  in  the  Search  dialogue  box  (Fig.  84), 
to  obtain  information  about  a user-specified  topic. 


Type  a (word,  or  select  one  from  the  list. 
Then  choose  Show  Topics. 


| corrupted  files 

maiifiTsa 


Cos 
cosecant 
cosine 
I cotangent 
Count 


Close 


Show  T opics 


Select  a topic,  then  choose  Go  To. 


Repairing  a Database 


Go  To 


Fig.  84.  Search  dialogue  box,  showing  steps  required  to  obtain  information  on  corrupted  files. 
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Click  on  File  on  the  menu  bar,  and  then  Exit,  to  close  Help. 

3.  Error  messages 

The  Specimen  Database  system  detects  entry  of  incorrect  data  types  in  the  various  fields,  or  omission  of 
required  information.  A Help  message  is  provided,  e.g.  ‘The  value  you  entered  is  inappropriate  for  this 
field’,  or  ‘Please  enter  file  name’.  Respond  accordingly. 

4.  Specimen  Database  support 

Contact  Trevor  Arnold  or  Carole  de  Wet  in  the  Data  Section,  at: 

NBI 

Private  Bag  X101 

Pretoria 

0001 

Tel:  +27-12-  8043200 
Fax:  +27-12-  8043211 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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APPENDIX  3.  REPAIRING  A CORRUPTED  DATABASE  AND  HANDLING  FAILED  CODE 

1 . Database  repair 

A database  may  become  corrupted  if  it  is  closed  unexpectedly;  for  example,  if  there  is  a power  failure  or  a 
problem  with  the  computer  hardware  which  prevents  the  normal  exit  procedures  from  being  taken. 
Microsoft  Access  monitors  all  processes  within  the  database,  and  can  usually  detect  when  it  has  become 
corrupt.  However,  if  a database  starts  behaving  unpredictably,  it  is  recommended  that  the  repair 
procedure  outlined  below  be  followed. 

Repair  procedure 

Close  the  Specimen  Database  if  it  is  open.  Click  on  File  on  the  Microsoft  Access  start-up  menu.  Select 
‘Repair  Database’  to  display  the  Repair  Database  dialogue  box  (Fig.  85). 


Fig.  85.  Repair  Database  dialogue  box,  accessed  from  the  File  menu. 

Set  the  path  where  the  database  data  files  are  located  (e.g.  c:\spmndb).  Then  select  the  database  file  to  be 
repaired  (e.g.  spmndb.mdb),  and  click  on  ‘OK’.  The  message  ‘Repair  of  [database  file]  completed 
successfully'  is  displayed  when  the  repair  procedure  is  complete. 

2.  Handling  database  code  that  has  failed 

In  some  cases,  the  database  code  may  fail,  resulting  in  one  of  several  message  being  displayed  in  the  code 
window,  e.g.  Fig.  86  below. 


Microsoft  Access 


D Can't  run  this  action  while  in  current  code 
context. 


OKI 

Help 

Fig.  86.  Examples  of  messages  displayed  in  the  code  window  when  the  database  code  fails. 


In  all  cases,  select  ‘OK’.  One  of  several  prompts  may  then  be  accessed,  e.g.  Fig.  87  below. 
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Fig.  87.  Reset  halted  programs  prompt,  which  may  be  accessed  when  the  database  code  fails. 

Choose  ‘OK’  to  reset  the  halted  progams  and  close  the  code  window. 

In  those  instances  where  the  Action  Failed  prompt  (Fig.  83)  appears,  click  on  ‘Halt’  to  close  the  code 
window. 


Fig.  83.  Action  Failed  prompt. 


Note:  Halting  the  code  loses  all  initialised  variables  stored  in  memory.  It  is  strongly  recommended  that 
the  database  be  closed  and  then  opened  for  it  to  function  correctly.  _____________ 


♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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APPENDIX  4.  SPECIMEN  DATABASE  TABLES 


Table 

Authors 

Batches 

Biotics 

Collectors 

ConfidLevel 

DetTable 
Dupsln  Herb 
Families 

Fcodes  (Flower/fruit  codes) 

Fcolours  (Flower  colours) 

FIColours 

Genera 

GrowthForm 

GrowthForms 

Habitat 

Habitats 

Herbaria 

HyCulTable  (Hybrid/cultivar) 

Idlevel 

ItemTable 

LabelTable 

LocKeys 

LocKeyWords 

Materials 

Moistures 

MSFlags 

NewCollectors 

NewDuplsInHerb 

NewFIColours 

NewGrowthForms 

NewHabitats 

NewLocKeys 

NewSpmns 

NewSpmnsTemp 

NewVouch 

NumberChanges 

OriginTables 

PREgenera 

Regions 

SoilTypes 

SpecCollectors 

Specimens 


Contents 

Author  abbreviations  of  plant  names,  following  Brummit  and  Powell 
(1992) 

New  Specimen  batch  information  (e.g.  number,  date,  description  etc.) 
List  of  biotic  effect  types  (e.g.  garden,  plantation  etc.) 

List  of  names  of  plant  collectors 

List  of  confidence  level  options  for  altitude  and  point  data  (e.g.  centroid  of 
farm,  0-10  m etc.) 

List  of  names  of  determinavits 

Herbarium  holding  duplicate  of  specimen  with  specific  CAS 
List  of  family  names  and  authors 

List  of  flowering  or  fruiting  status  options  (e.g.  absent,  mature  etc.) 

List  of  flower  colour  options  (e.g.  pink,  yellow  etc.) 

Flower  colour/s  associated  with  an  existing  specimen  (CAS) 

List  of  genus  names,  author/s  and  corresponding  family 
Growth  form/s  associated  with  an  existing  specimen  (CAS) 

List  of  growth  form  options  (e.g.  climber,  herb  etc.) 

Habitat/s  associated  with  an  existing  specimen  (CAS) 

List  of  habitat  options  (e.g.  cliff  face,  hill  slope  etc.) 

List  of  herbaria  codes  (local  or  international,  ie.  according  to  Holmgren  et. 

al.,  1990)  and  names 

List  of  hybrid  or  cultivar  options 

List  of  identification  level  options  (e.g.  cf.,  to  species  level  only  etc.) 
Table  used  by  the  system 

Label  information  (e.g.  number  of  labels,  specimen  details) 

Locality  keywords  associated  with  an  existing  specimen  (CAS) 

List  of  locality  keyword  options  (e.g.  Durban,  Himeville  etc.) 

List  of  material  type  options  (e.g.  herbarium  specimen,  seed  etc.) 

List  of  moisture  regime  options  (e.g.  seasonally  waterlogged  etc.) 

List  of  specimen  status  options  (e.g.  naturalized,  exotid  etc.) 

Collector/s  associated  with  a new  specimen  (TAS) 

Herbarium  holding  duplicate  of  specimen  with  specific  TAS 
Flower  colour/s  associated  with  a new  specimen  (TAS) 

Growth  form/s  associated  with  a new  specimen  (TAS) 

Habitat/s  associated  with  a new  specimen  (TAS) 

Locality  keywords  associated  with  a new  specimen  (TAS) 

All  new  specimen  information  associated  with  a TAS 
Table  used  by  the  system 

Voucher  information  associated  with  a new  specimen  TAS) 

Table  used  by  a system 

Origin  options  (e.g.  from  wild,  ex  hort.  etc.) 

List  of  PRECIS  genus  numbers  assigned  to  each  genus 

List  of  region  names,  codes  and  corresponding  territory  number,  following 

Hollis  and  Brummitt  (1992) 

List  of  soil  type  options  (e.g.  sand,  black  turf  etc.) 

Collector/s  associated  with  an  existing  specimen  (CAS) 

All  specimen  information  associated  with  a CAS 
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SpecimensTemp 

SpecVoucher 

Substrates 

Tablet 

Taxa 

TaxonStatus 

TempTable 

Territories 

Table  used  by  the  system 

Voucher/s  associated  with  an  existing  specimen  (CAS) 

List  of  substrate  options  (e.g.  soil,  termite  mound  etc.) 

Table  used  by  the  system 

List  of  taxa,  author/s  associated  with  a taxon,  taxon  status  etc. 

List  of  taxon  name  status  options  (e.g.  nom.  illegit.,  ms.  etc.) 

Table  used  by  the  system 

List  of  territories,  following  Hollis  and  Brummitt  (1992)  (e.g.  North 
Africa,  Antarctic  etc.) 

TypeStatus 

VegTypes 

Vouchers 

Ztab 

List  of  type  status  options  (e.g.  holotype,  neotype  etc.) 

List  of  vegetation  type  options  (e.g.  forest,  grassland  etc.) 

List  of  voucher  options  (e.g.  photograph,  anatomy  etc.) 

A system  table  storing  the  herbarium  name,  code  and  highest  accession 
number  of  the  herbarium  using  the  Specimen  Database 

♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 
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